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Author and Subject Entries 


A 


ABEL, Rosalyn S. 

We taught beginning typing to a class of 125. 

Bus Ed World 41: 10-11, 32 F 
ABER, Dorothy E. 
How to tactfully break an appointment. Sec 
21: 23 My 
ABERLE, John W. 
See Sielaff, Theodore J. 
ABILO, Anthony C. 

How education and business can better train 
the New York city commercial high school 
graduate. CEA Y 23: 141-47 

ACCOUNTING 

Accounting and auditing problems. Carman 
G. Blough. See issues J Accy 

Accounting and mathematics for future busi- 
ness teachers. NABTE Bul 74: 26-27 

Accounting as a basic business competency. 
Herbert A. Tonne. J Bus Ed 37: 48-49 N 

Accounting in the federal government. J Bus 
Ed 37: 82 N 

Accounting is communication. Russell V. 
Puzey. J Accy 112: 55-60S 

Accounting principles, 8th ed. H. S. Noble 
and C. Rollin Niswonger. South-Western. 
742 p $7 

Accounting systems and data processing. 
Oscar S. Nelson and Richard S. Woods. 
South-Western. 644 p $8 

Advanced accounting, 3rd ed. W. E. Karren- 
brock and Harry Simons. South-Western. 
966 p $7.95 

Current reading. Lauren Walker and Robert 
I. Dickey. See issues J Accy 

Does accounting make sense? R. G. Martin. 
Admin Mgt 22: 32-34N 

The early history of accounting. E. J. 
Schmidlein, Jr. Delta Pi Epsilon J 4: 11- 
1S N 

Education and professional training. Wilton 
T. Anderson. See issues J Accy 

Education for accounting as a learned pro- 
fession. Norton M. Bedford. J Accy 112: 
33-41 D 

EDP accounting equipment. Lawrence Victor. 
Admin Mgt 22: 52-54, 70 N 

An evaluation of the accounting program of 
Northern Illinois university. Charles T. 
Dykstra. Northern Illinois University, M.S. 
thesis 60 

The fifth year in the accounting curriculum: 
practical implications. Ossian R. MacKen- 
zie. Coll N & V 15: 1-3 D 

Higher accreditation for CPAs. John L. 
Carey. J Accy 111: 47-53 Mr 

How to read a financial report. Sec 21: 24- 
30 Je; 10-11, 14 Jl 

How to solve accounting problems: interme- 
diate and advanced. W. R. Hammond and 
H. D. Smith. Prentice-Hall. 241 p $2.95 


ACCOUNTING (continued) 

Instructional accounting programs in church- 
related colleges. Orville Riggs. Indiana 
University, Ph.D. thesis 60; J Bus Ed 36: 
347 My; N Bus Ed Q 30: 46-47 O 

Mathematics of accounting, 4th ed. Arthur 
zs — and others. Prentice-Hall. 566 p 


The objective of accounting education. J 
Accy 111: 33-34 Je 
Practitioners forum. Bernard B. Isaacson. 
See issues J Accy 
Principles of accounting. Rufus Wixon and 
Robert G. Cox. Ronald. 800 p $7.50 
Principles of accounting system design. James 
B. Bower. J Bus Ed 36: 346 My 
Problems of teachers of college accounting. 
Amer Bus Ed 17: 147-48 Mr 
Punched card accounting for small busi- 
nesses. Byron E. Haglund and others. J 
Accy 112: 54-58 D 
Reinforcement in learning accounting. Arthur 
H. Pike. J Bus Ed 37: 94-95 D 
The status of certain aspects of accounting 
education in the colleges of Oklahoma in 
1957-58. Bill G. Rainey. North Texas State 
College, M.B.E. thesis 60; N Bus Ed Q 
30: 44-45 O 
Tax clinic. T. T. Shaw. See issues J Accy 
Uniformity in accounting principles. Charles 
J. Gaa. J Accy 111: 47-51 Ap 
U. S. survey of accountants’ salaries. J Accy 
111: 28-30 Mr 
The validity of objective-type examination 
in elementary accounting. Robert M. 
Johnston. San Francisco State College, 
M.A. thesis 60; N Bus Ed Q 30: 25 O 
ADDISON, Robert 
Evaluative criteria for cooperative office edu- 
cation programs in Ohio. Ohio State Uni- 
versity, M.A. thesis 60 
ADKINS, Bertha S. 
Excellence and education. Bus Sch Exec 
Digest 2: 17-25, 29 D-Ja 
ADMINISTRATION and supervision 
Administration and supervision in business 
education in the public schools. Bruce I. 
a and others. Amer Bus Ed 18: 
Administrator evaluation of business educa- 
tion. Herbert A. Tonne. Bus Ed Observer 
32: 3, 10 My 
Board of education of the city of New York 
—chairmen of business education depart- 
ments in high schools. CEA Y 23: 193-98 
Budget and financial sources of business edu- 
cation departments in the public secondary 
schools of Tennessee. Denny H. Brewer. 
University of Tennessee, M.S. thesis ’60 
The city supervisor in the modern school. 
— B. Scholl. N Bus Ed Q 29: 18-23 
y 
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ADMINISTRATION and supervision (continued) 
The college department chairman. Lars G. 
Crandall. N Bus Ed Q 29: 33-38, 54 My 
A concept of supervision. Roman F. Warmke. 
N Bus Ed Q 29: 3-7 My 
Directory of city and county supervisors of 
business education, 1960-61. N Bus Ed Q 
29: 62-70 My 
Directory of state supervisors of business 
education, 1960-61. N Bus Ed Q 29: 57-61 


y 

From the supervisor’s corner. R. D. Balthaser. 
Ohio Bus Tchr 21: 9-12 Ap 

A high school department head views super- 
vision. W. Alan Waltham. N Bus Ed Q 
29: 24-27, 54 My 

The need for leadership and supervision in 
business education. Grace B. Donnelly. 
Bus Ed Observer 32: 6-7, 23 My 

The other side of the supervisory coin. W. 
Donald Nelsen. Bal Sheet 42: 254-56 F 

State supervision of distributive education. 
Neal E. Vivian. N Bus Ed Q 29: 12-17 My 

A student teacher’s views on supervision. 
Jack L. Hruska. N Bus Ed Q 29: 47-52 


My 

A study of the factors that influence the 
excellence of supervising teachers. Helen 
E. Gibbons. Indiana University, Ed.D. the- 
sis 60; J Bus Ed 36: 305 Ap; N Bus Ed 
Q 30: 20-21 O 

Suggested activities for the business educa- 
tion department chairman for selected 
high schools in the city and county of Los 
Angeles. Estelle L. Klein. University of 
Southern California. M.Ed. thesis ’60 

Suggestions for business teachers. Thomas M. 
Greene and Paul P. Plevyak. Bal Sheet 43: 
10-12, 46S 

Supervision—a look from the bottom up. 
Leonard Robertson. N Bus Ed Q 29: 28- 
32, 53 My 

Supervision or snoopervision? W. Donald 
Nelsen. Bal Sheet 43: 158-59, 191 D 

Tracking teachers. M. Fred Tidwell. Systems 
for Ed 7: 7-8 Ja-F 

What is expected of a college department 
chairman. Harry Jasinski. N Bus Ed Q 
29: 39-43, 55 My 

Who, me .. . a department chairman. 
Richard N. Helm. CBEA Bul 18: 13 Mr 

ADULT education 

Adult business education in Illinois junior 
colleges. Robert Srncik. Illinois State Nor- 
mal University, M.S. thesis 60 

Adult classes in basic business. Robert D. 
Balthaser. Bus Ed Forum 15: 6-10 Ja 

Adult classes in bookkeeping. Elliot Thore- 
son. Bus Ed Forum 15: 10-12 Ja 

Adult classes in business education. James 
Zancanella. Bus Ed Forum 15: 2 Ja 

Adult classes in_ distributive education. 
Roman F., Warmke. Bus Ed Forum 15: 
15-16 Ja 

Adult classes in shorthand. James Harper. 
Bus Ed Forum 15: 12-15 Ja 

Adult classes in typewriting. Max O. Mc- 
Kitrick. Bus Ed Forum 15: 4-6 Ja 

An adult distributive education in-service pro- 
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ADULT education (continued) 
gram. Joseph J. Grande. Bus Ed Forum 16: 
27,29 N 


Problems of teachers of adult business educa- 
tion. Amer Bus Ed 17: 155-56 Mr 

A statewide program of adult classes in busi- 
ness education. Hunting Sherrill. Bus Ed 
Forum 15: 17-19 Ja 

Teaching adult classes. Robert A. Luke. Bus 
Ed Forum 15: 3 Ja 

We gave an economical typing course for 
adults. Opal Heatherly. Bus Ed World 41: 
15 Je 

ADVERTISING 

Advertising, 3rd ed. Albert W. Frey. Ronald. 
600 p $7.50 

Advertising: methods and media. Walter A. 
Gaw. Wadsworth. 472 p $7.95 

Psychology in advertising. Roland Johnson. 
J Bus Ed 36: 205-207 F 

AGARWALA, Amar N. 

Business science—adolescent or adult? Office 

Exec 36: 9-14 Je 
AGNEW, Peter L. and James R. Meehan 

Clerical office practice, 3rd ed. South- 

Western. 602 p $4.12 
AHLERING, Inez 

A balanced business program in a large 
school in Indiana. Amer Bus Ed 17: 216- 
17, 228 My 

Teen-agers are grateful! J Bus Ed 37: 38 O 

ALEXANDER, Arthelia V. 

Business education and the seven cardinal 

principles. Bal Sheet 42: 204-205 Ja 
ALLEN, William R. 

New ideas replace old practice. J Bus Ed 36: 

159-60 Ja 
ALLYN, Charles V. 

The development of a shorthand aptitude test 
using recognized shorthand strokes in its 
construction. Boston University, Ed.D. 
thesis 60; N Bus Ed Q 30: 7 O 

ANDERSON, Esther E. 

The effectiveness of high school bookkeeping 
and shorthand grades as indicators of col- 
lege success. J Bus Ed 37: 70 N 

ANDERSON, Ronald A. 
Collegiate law, the citizen, and business. Coll 
N & V 14: 1-3 Mr 
and Walter A. Kumpf 
—_ law, 6th ed. South-Western. 948 p 


ANDERSON, Ruth I. 
Action research and the classroom teacher. 
Bus Ed Forum 15: 27-28 Mr 
Research for today’s business teacher. N Bus 
Ed Q 29: 2 Mr 
Shorthand and transcription. Amer. Bus Ed 
Y 18: 125-38 
The subject content of secretarial science 
courses is worthy of collegiate undergradu- 
ate academic acceptance. N Bus Ed Q 30: 
55-61 D 
ANDERSON, Wilton T. 
Education and _ professional 
issues J Accy 
ANDRE, Evelyn J. 
A study of the vocational guidance services 
provided by business teachers in selected 





training. See 
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ANDRE, Evelyn J. (continued) 
secondary schools of Florida. Florida State 
University, M.S. thesis 60 
ANDREWS, Margaret E. 
Guidance in business education. Amer Bus 
Ed Y 18: 53-70 
Three-dimensional shorthand. Bus Ed Forum 
16: 11-12 
ANGUS, Marion 
Sound teaching methods for shorthand. Bus 
Ed Forum 16: 17-18 O 
ANSOLABEHERE, Orelie L. 
Wanted: shorthand students. Bus Ed Forum 
16: 22 D 
APPLEGATE, Harry A. 
DECA (distributive education clubs of Amer- 
ica). Amer Voc J 36: 29-31 Mr 
Harness more horsepower. Amer Bus Ed 18: 
D 


ARCHER, Fred C. 

The Frederick G. Nichols story. Delta Pi 
Epsilon J 3: 1-8 Jl 

Group approach to individual differences. Bus 
Tchr 39: 15 D-Ja 

Including the offset process in modern office 
practice. Bus Tchr 38: 15 Mr; 15 Ap 

Is that the way they do it downtown, teacher? 
Bus Tchr 39: 15 N 

Pupil selection in office practice? Bus Tchr 


39: 14S-O 

Standards should fit your objectives. Bus 
Tchr 38: 15 F 

A tough day at the office? Bus Tchr 38: 15 
My-Je 


ARENSMAN, Ray W. 
See Maxwell, Gerald W. 
ARISON, William H. 
Look to your words. Sec 21: 24-26 Ja 
ARITHMETIC, business 
An analysis of the application of arithmetical 
skills to beginning bookkeeping instruction. 
John R. Birkholz. Northern Illinois Uni- 
versity, M.S. thesis 59 
Ask the experts. Vivian W. Kline. See issues 
Today’s Sec 
Building confidence in business mathematics. 
Harry Huffman and Stuart Margulies. Bus 
Tchr 39: 11 N 
Business arithmetic. Harry Huffman. Amer 
Bus Ed Y 18: 229-44 
Business executives appraise the usefulness of 
mathematics. J. Philip Wernette. Coll N & 
V 15: 9-12 D 
College business mathematics, 3rd ed. R. 
Robert Rosenberg. Gregg. 420 p $5.75 
Facts for business arithmetic. Leonard J. 
Porter. Bus Tchg Aid F-1, Prentice-Hall. 
4 p Free 
Matematicas mercantiles, 2nd ed. Jesus Lista 
Blanco and R. Robert Rosenberg. Gregg. 
304 p $3 
Misspelled words count, too. Judith A. Burke. 
Bal Sheet 42: 247-49 F 
NOM<A spelling and arithmetic programs mo- 
tivate students. Irene Creager. Bus Ed 
Newsletter 9: 4-5,9 N 
Principles and problems in college business 
mathematics: a text-workbook, 3rd ed. R. 
Robert Rosenberg. Gregg. 224 p $3 


ARITHMETIC, business (continued) 
A teaching machine’ program for a topic 
in business math. Harry Huffman and 
Stuart Margulies. Bus Ed World 41: 16-21 


y 
Teaching word-problem skills in business 
mathematics. Harry Huffman and Stuart 
Margulies. Bus Tchr 39: 11 S-O 
Techniques for teaching business math no- 
menclature. Harry Huffman and Stuart 
Margulies. Bus Tchr 39: 7 D-Ja 
ARKIN, Joseph 
Education in family finance is making head- 
way. Bus Ed World 42: 14-15 O 
You can deduct meeting and convention ex- 
penses. Bus Ed World 42: 3-4 D 
ARMSTRONG, Donovan R. and George Sanders 
Evaluative criteria for distributive education: 
organization. Bus Ed Forum 15: 11 


Ap 
ARNOLD, A. S. and Paul F. Conway 

Patterns of teaching business or corporation 

finance. Coll N & V 14: 11-16 My 
ARNOLD, Don W. 

A critical analysis of the factors affecting the 
development of the department of business 
at Northern Illinois university. State Uni- 
versity of Iowa, Ph.D. thesis ’60 

ARNOWITZ, Abe 

How is your elementary bookkeeping? Bal 

Sheet 42: 395-97 My 
ARTHUR, E. M. and others 

Credit extensions and the letters accompany- 

ing them. ABWA Bul 25: 15-22 Mr 
ASHBY, Wilson 
— for office personnel. Bus Ed Forum 


: y 
ASSOCIATIONS 

EBTA rejects unification. Paul S. Lomax. 
J Bus Ed 36: 320-21 My 

The eastern unit of the Catholic business ed- 
ucation association: its history, objectives, 
and contributions. Sister Jean Michael 
aaa Catholic University, M.A. thesis 


Periodic literature in business education. 
Louis C. Nanassy. CBEA Bul 19: 5,7 O 

Unification—1961? Herbert A. Tonne. J Bus 
Ed 36: 148-49 Ja 

Unification postponed? Herbert A. Tonne. J 
Bus Ed 36: 278-79 Ap 

Unification—the present proposed imple- 
mentation plan for national unity in busi- 
ness education. J Bus Ed 36: 211-14 F 

ATENCIO, Armanda R. 

Multiple-class teaching involving typewriting, 
office practice, and the tape recorder. Typ 
News 31: 2 

Teaching typing and shorthand in the same 
room at the same time. Bus Ed World 41: 
14-15, 31 Ja 

ATER, Marjorie L. 
Help us to help you. Sec 21: 4-5,17S 
See also Maxwell, Lyle 

ATKINSON, Virginia 

What FBLA contributes to the departmental 
program. VBE Bul 16: 7-8 D 

ATWOOD, Dale D. 
The selection of instructional topics for type- 
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ATWOOD, Dale D. (continued) 
writing methods courses at the undergradu- 
ate and graduate levels. University of North 
Dakota, M.S. thesis 60; N Bus Ed Q 30: 
7-8 O 
AUBURN, Norman P. 
Higher education in Russia’s European satel- 
lites. Ohio Bus Tchr 21: 14-20 Ap 
AUDIO-VISUAL aids 
Audio-visual materials—business education. 
Carolyn Guss. Nat Ed Assn J 50: 60 N 
Audio visual teaching aids. Anthony R. 
Lanza. See issues J Bus Ed 
Draw it once only. Samuel Murray. J Bus Ed 
37: 57-58 N 
55 typewriting bulletin board ideas. Alpha 
Alpha Chapter, Delta Pi Epsilon, Colorado 
State College, Greeley, Colorado. 32 p 
$1.50 
An investigation of the use of audio-visual 
aids in general business in Kansas high 
schools. Dean F. McGrath. Bus Ed News- 
letter 8: 5-8 F 
Visual aids for better bookkeeping. Chester J. 
Novitt. J Bus Ed 36: 150-51 Ja 
Visual aids for business and economic edu- 
cation. See issues Bal Sheet 
Visual aids worth seeing. See issues Coll 
V 


AUTOMATION 

Accounting systems and data processing. 
Oscar S. Nelson and Richard S. Woods. 
South-Western. 644 p $8 

After you automate, then what? Burt K. 
Scanlon. Office Mgt 22: 30-32 Mr 

Automatic data processing and the American 
business education curriculum. Enoch J. 
Haga. Inter Rev for Bus Ed 57: 35-42 Ap 

Automatic data-processing systems. Robert 
H. Gregory and Richard L. Van Horn. 
Wadsworth. 720 p $8.95 ’60 

Automation and a four cent stamp. Margaret 
V. Gross. Bal Sheet 42: 344-45 Ap 

Automation and bookkeeping. Arthur E. Carl- 
son. Bus Ed Forum 16: 30,340 

Automation in the office and its implications 
for business education. Eleanor R. Makay. 
Pennsylvania State University, M.S. thesis 
60 


Automation newsletter. See issues Office Exec 

Automation revolution will affect every phase 
of U. S. economy. Robert M. Smith. Office 
Mgt 22: 8-11, 120 Ja 

Automation’s challenge to business education. 
John C. Roman. Bus Ed World 42: 21-22 
N 


Brief annotated bibliography of available ma- 
terials on office automation. Paul M. Pair. 
Bus Sch Exec Digest 2: 9-10 Mr-Ap 

Curriculum problems in an automated age. 
James W. Derr. Ohio Bus Tchr 21: 24-25 
A 


Data processing and the schools. Bus Ed 
World 42: 13 N 

Data processing centers and the CPA. Ralph 
F. Lewis. J Accy 112: 45-51 Jl 

Data processing comes to public education. 
William K. Toomey. Bus Ed World 42: 
23-25 N 
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AUTOMATION (continued) 


Data processing equipment, related office 
machines, and trends in office employment. 
M. Adele Frisbie. New York University, 
Ph.D. thesis 60; J Bus Ed 36: 346-47 My; 
N Bus Ed Q 30: 18-19 O 

Data processing—no longer input-bound. 
David R. Jarema. Office Exec 36: 28-30 N 

Data processing terms in Gregg shorthand. 
John P. Munsinger. Today’s Sec 63: 43-44 

r 


Does automation run the office? J. Donald 
McMurray. Office Exec 36: 32 Jl 

Education for business data processing. Cal- 
vin J. Goodman. Office Exec 36: 18-20 My 

Effects of EDP in internal control. Felix 
Kaufman. J Accy 111: 47-59 Je 

EDP accounting equipment. Lawrence Victor. 
Admin Mgt 22: 52-54, 70 N 

Electronic data processing: an introduction. 
E. W. Martin, Jr. Irwin. 436 p $7.95 

Electronic data processing and auditing. Felix 
Kaufman. Ronald. 180 p $6 

Electronic data processing: its economic and 
social effects upon office management. 
Arthur E. Hughes. State University of 
Iowa, Ph.D. thesis ’60 

How business uses processed data. Loren E. 
Waltz. J Bus Ed 36: 293-95 Ap 

The impact of data-processing techniques and 
the information systems concept. Francis 
Gideon. Bus Ed World 42: 14-17 N 

The impact of the computer on curricula of 
colleges of business administration. Ken- 
neth G. Matheson. Coll N & V 14: 1-8 My 

Integrated data processing equipment. Office 
Met 22: 95-108 Ja 

It isn’t going to be all computers. Douglas 
D. Hubbard. Admin Mgt 22: 11-14 My 

Look before you leap into EDP. Jules Sloat. 
Admin Mgt 22: 20-22 Jl 

New requirements in office clerical education 
. . . data processing—Part 1. Norman F. 
Kallaus. Bus Ed Forum 15: 33, 37 Mr; 
Part 2. John C. Gilliam. 33, 36 Ap 

Office will run every business activity. Ralph 
FE. Weindling. Office Mgt 22: 12-15 Ja 

The practical computer. Lawrence Victor. 
Admin Mgt 22: 26-40 O 

Some loose talk about and with computers. 
en Sanford. Cath Bus Ed R_ 12: 8-18 
e 

A study of the factors contributing to the 
advisability of the adoption of data proc- 
essing equipment. James C. Salrin. Ball 
State Teachers College, M.A. thesis ’60 

Teaching automation on the secondary level. 
_— = Brotherton. Cath Bus Ed R 12: 40- 

e 

Trends in clerical employment. Helen Wood. 
Bus Ed World 42: 18-21 N 

Two-girl office handles million-dollar busi- 
ness—with automation. Office Met 22: 
38-41 Ap 

Understanding automation. Enoch J. Haga. 
See issues J Bus Ed 

Why use a bookkeeping machine in the era 
of electronic computers? John A. Brown. 
Admin Mgt 22: 26-30 My 
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BAHR, Gladys 

The contribution of secondary school basic 
business education to general education. 
N Bus Ed Q 30: 62-68 D 

Four units in basic business education: busi- 
ness cycles. Bus Ed Forum 15: 16-18 Mr 

The gross national product in business educa- 
tion. Bal Sheet 42: 387 My 

BAIRD, Margaret W. 

National business entrance tests—personal 

experience. J Bus Ed 36: 287-88 Ap 
BALCZIAK, Louella H. 

The effect of typewriting instruction on the 
ability to spell. Mankato State College, 
M.S. thesis 60; N Bus Ed Q 30: 8 O 

BALEK, John J. 

Opinions of high school seniors concerning 
American business. Northern Illinois Uni- 
versity, M.S. thesis 60 

BALSLEY, Irol W. 

The bottomless pit—we can’t fill the urgent 
needs for competent business workers. Bal. 
Sheet 42: 359 Ap 

Inspiring desirable personal development in 
students of typewriting. Bus Ed Forum 16: 
12-15 N 

BALTHASER, Robert D. 

Adult classes in basic business. Bus Ed Forum 
15: 6-10 Ja 

From the supervisor’s corner. Ohio Bus Tchr 
21: 9-12 Ap 

BANGS, F. Kendrick 

The image of American business. 
Forum 15: 5, 26 Mr 

The teacher know-why of economic under- 
standings. Amer Bus Ed 18: 100-104 D 

BARBER, George P 

Salesmanship courses have carry-over power. 
Bus Ed World 42: 27 D 

Sell your way to extra income. Bus Ed World 
42: 18,290 

This business of teaching English. Bus Ed 
World 41: 29 Ja 

BARBER, Mary M. 

Business management classes incorporate. J 

Bus Ed 37: 13-14 0 
BARBER, Shirley 

Supervision of student teachers. N Bus Ed Q 

29: 44-46, 56 My 
BARBOUR, Edna H. 

Dramatization: an effective device for teach- 
ing personal traits and business skills. J 
Bus Ed 36: 203-204 F; 246-48 Mr; 291-92 
Ap; 337-38 My 

Skill building on transcribing machines. Bal 
Sheet 42: 348-49, 383 Ap 

BARCLAY, Virginia M. 

A study of the job activities performed by 
office employees of the association of 
Seventh-Day Adventists, with implications 
for curriculum revision. Boston Univer- 
y.4 Ed.M. thesis 60; N Bus Ed Q 30: 


BARKIN, Solomon 
Educating students for personal and economic 
growth in a dynamic technological society. 
Amer Voc J 36: 17-19, 38 N 
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BARLOW, Albert H. 
Employment practices at the Chase Manhat- 
tan bank. CEA Y 23: 86-105 
BARNARD, Kathleen 
Standards for promotion of office employees. 
Bus Ed Forum 15: 5-8 My 
BARRON, Allan E. 
Importance of economic education is stressed. 
MBEA News Bul 26: 3-4 My 
BASIC business education 
Accounting as a basic business competency. 
Herbert A. Tonne. J Bus Ed 37: 48-49 N 
Adult classes in basic business. Robert D. 
Balthaser. Bus Ed Forum 15: 6-10 Ja 
An advanced course in basic business. Harold 
Leith. Bus Ed Forum 15: 9-12 Mr 
Are you up to date in basic business content? 
Gerald W. Maxwell. Bus Ed Forum 16: 
32,350 
Basic business. Vernon A. Musselman and 
Z. S. Dickerson, Jr. Amer Bus Ed Y 18: 
194-206 
Basic business and economic. education. 
Robert M. Swanson. Ball State CJ 32: 7-9, 
16 My 
Basic business and economics. John W. Han- 
naford. Ball State CJ 32: 7-9, 18 F 
Basic business education for future business 
teachers. NABTE Bul 74: 28-30 
Business and economic education for the 
academically talented student. Milton C. 
Olson and Eugene L. Swearingen. National 
Education Association and United Business 
Education Association, 1201 Sixteenth 
Street, N.W., Washington 6, D. C. 80 p $1 
Business law in a general business course? 
Harry K. Burmeister. Bal Sheet 42: 273 F 
Changes affecting basic business teaching. 
Warren S. Perry. Bus Ed Forum 15: 13-16 
Mr 
A comparative study of current consumer in- 
formation for the senior high general busi- 
ness course. Ann M. Smith. University of 
Southern California, M.S. thesis ’60 
Confusion about economic education. Her- 
bert A. Tonne. J Bus Ed 36: ‘322-23 My 
The contribution of secondary school basic 
business education to general education. 
Gladys Bahr. N Bus Ed Q 30: 62-68 D 
A course of study in fire and casualty insur- 
ance in California pursuant to the agent's 
and buyer’s examination. John Mont- 
gomery. University of Southern California, 
M.S. thesis 60 
The door of opportunity opens wide for 
teachers of general business. Richard F. 
Reicherter. Bus Ed Forum 15: 34, 36 Ap 
A dynamic approach to general business. I. 
William Elenko. J Bus Ed 36: 328-30 My 
Economic education—a challenge to business 
educators. John C. Gilliam. Bal Sheet 43: 
151-53, 188 D 
Economic understandings of tenth grade stu- 
dents. Marvin A. Clark. University of Min- 
nesota, M.A. thesis ’60 
Educating students for personal and eco- 
nomic growth in a dynamic technological 
society. Solomon Barkin. Amer Voc J 36: 
17-19, 38 N 








BASIC business education (continued) 


Education in family finance is making head- 
way. Joseph Arkin. Bus Ed World 42: 
14-15 O 

Effective teaching techniques for general 
business—utilizing student experiences. I. 
David Satlow. Bus Ed World 42: 11-13 O; 
Motivating learning through problem situa- 
tions. 29-31 N; Conducting discussions. 
25-26, 29 D 

Emphasis 1961-62—basic business. VBE Bul 
16:2D 

Evaluation of publishers’ tests designed to 
accompany textbooks for general business. 
Shannon Trower. University of Southern 
California, M.S. thesis ’60 

An experience in business procedures. Future 
Bus Leader 15: 6-7 Summer 

An experiment to determine economic con- 
cepts learned through typewriting copy. 
Carol Orpin. San Francisco State College, 
M.A. thesis ’60 

The farmer in a business suit. Gerald A. 
Porter. Bus Ed Forum 15: 19-21 Mr 

Four units in basic business education: busi- 
ness cycles. Gladys Bahr. Bus Ed Forum 
15: 16-18 Mr 

General business, 8th ed. Ernest H. Crabbe, 
Herman G. Enterline, and S. Joseph 
DeBrum. South-Western. 606 p $4.46 

The government and your money. Kathy 
Larkin. Today’s Sec 63: 20-21, 51 F; 24- 
25, 59 Mr 

How effective is team teaching in general 
business? Gerald W. Maxwell and others. 
Bus Ed World 42: 7-10, 30 D 

How to invest. Sec 21: 8-11 N 

How to read a financial report. Sec 21: 24- 
30 Je; 10-11, 14 J} 

How to vitalize the unit on budgeting. Loren 
E. Long. Bus Ed Forum 16: 25, 28 D 

If I were to teach business again. Cecil 
Puckett. Bus Ed Forum 15: 7-9 Mr 

The image of American business. F. Kendrick 
Bangs. Bus Ed Forum 15: 5, 26 Mr 

Implications of research in basic business. 
Gerald A. Porter. N Bus Ed Q 29: 3-7, 
44 Mr 

Incorporate economic concepts in the teach- 
ing of shorthand. Madeline P. Tenikat, 
Arlene Rittenhouse, and Janet Carlson. J 
Bus Ed 36: 239-41 Mr 

Increasing the opportunities of business edu- 
cation through basic business. Ray 
Price. Amer Bus Ed 17: 167-71 Mr 

Insurance policies from the consumer point 
of view. Dale French. New Mexico West- 
ern College, M.A. thesis 

An investigation of the use of audio-visual 
aids in general business in Kansas high 
schools. Dean F. McGrath. Bus Ed News- 
letter 8: 5-8 F 

Investments and savings. Ramon P. Heimerl. 
Bus Ed Forum 15: 21-23 Mr 

Let’s teach income tax. Raymond A. Boyle. 
Bus Ed World 41: 16 F 

Make your students catalog customers. Caro- 
line Beckner. Bus Ed World 42: 28 N 

Mutual fund investing with implications for 
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BASIC business education (continued) 


general education. Perry Rawland. Uni- 
versity of Minnesota, Ph.D. thesis °60; J 
Bus Ed 36: 346 My 

The need for Seauaeiion in federal income 
and social security taxation in the high 
school. Grover L. Cook. Ohio State Uni- 
versity, M.A. thesis ’60 

1962 federal tax course, student ed. Prentice- 
Hall. 1,328 p $8.95 

Opinions of high school seniors concerning 
American business. John J. Balek. Northern 
Illinois University, M.S. thesis °60 

Personal finance, 3rd ed. Elvin F. Donaldson 
and John K. Pfahl. Ronald. 720 p $7.50 

Problems of teachers of high school general 
business. Amer Bus Ed 17: 149-50 Mr 

Production in the American economy. Caro- 
line Beckner. Bus Ed Forum 15: 18-19 Mr 

A proposal for business-economic education 
for American secondary schools. Policies 
Commission for Business and Economic 
Education. United Business Education As- 
sociation and Delta Pi Epsilon, 1201 Six- 
teenth Street, N.W., Washington 6, D. C.; 
Bal Sheet 42: 360a-d Ap; Bus Ed News- 
letter 8: 5-7, 10 Ap 

Relationships between certain background 
factors of selected business teachers and 
attitudes toward teaching basic business 
subjects. Raymond L. Jones. University of 
Florida, Ed.D. thesis 60; N Bus Ed Q 30: 
25-26 O; J Bus Ed 37: 70 N 

The rotating bank account. Charles J. Gan- 
sloser. J Bus Ed 36: 289-90 Ap 

Some basic understandings in general busi- 
ness. Mearl R. Guthrie. Ohio Bus Tchr 21: 
35-37 Ap 

A study of certain economic understandings 
and impressions of high school seniors and 
teachers in selected schools in New Jersey. 
Joseph Green. New York University, Ed.D. 
thesis 60; N Bus Ed Q 30: 21-22 O 

A study of general business education in the 
secondary school program, with particular 
reference to the state of Iowa. Richard W. 
Cambridge. State University of Iowa, 
Ph.D. thesis ’60 

The study of the technical business vocabulary 
possessed by eighth grade students of se- 
lected parochial schools in the diocese of 
Albany, New York. Sister Raphael Smith. 
Catholic University, M.A. thesis ’60 

Suggested procedures for teaching a unit of 
personal federal income taxes to high 
school students. Howard A. Johnson. 
— Illinois University, M.S. thesis 


A survey to determine frequency and effec- 
tiveness of certain teaching aids in general 
business. Mary Louise Gregory. Northern 
Illinois University, M.S. thesis °60 

Tax instruction on the high school level. 
Daniel R. Bonamici. Bus Ed Observer 32: 
9,22 My 

Tax terms. Sec 21: 10-11 Ja 

Teach students to read for meaning. George 
E. Milham. Bus Ed World 42: 26, 31S 

The teacher know-how of economic under- 
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BASIC business education (continued) 
standings. Bernardine Meyer. Amer Bus 
Ed 18: 104-106 D : 

The teacher know-why of economic under- 
standings. F. Kendrick Bangs. Amer Bus 
Ed 18: 100-104 D 

Teaching general business. Leonard J. Porter. 
Bus Tchg Aid B-4, Prentice-Hall. 4 p Free 

Team-teaching in basic business. W. G. Car- 
penter. Bal Sheet 42: 279, 287 F 

This we believe about economic education. 
Education Department of National Asso- 
ciation of Manufacturers, 2 East 48 Street, 
New York 17, New York. 11 p 

Toward better economic education. J. Harvey 
Dodd, John W. Kennedy, and Arthur R. 
Olsen. Monograph 104, South-Western. 
14 p Free 

Tracking—a device for better basic business 
teaching. Beatrice Churchill. Bus Ed 
Forum 15: 24, 27 F 

A unit on buying a house for the senior high 
general business course. Barry W. Lundy. 
University of Southern California, M.S. 
thesis *60 

Using the case method in basic business sub- 
jects. Lanora Geissler Lewis. Bus Ed Forum 
15: 35-36 My 

Western Hills pupils become stockholders, 
learn economics. Justine E. Nester. Ohio 
Sch 39: 140 

What is money? Elliot Horne. J Bus Ed 37: 
59-61 N 

What you should know about banking. Future 
Bus Leader 15: 4-5 Spring 

BATY, Wayne M. 

Incidental learning of vocabulary in begin- 
ning typewriting classes. J Bus Ed 36: 258 
Mr 


See also Himstreet, William C. 
BAXTER, Zenobia L. 
Teaching tips in bookkeeping. Amer Bus Ed 
8: 640 


18: 64 
BEAUMONT, John A. 
Distributive education today and tomorrow. 
Amer Voc J 36: 14-15, 22S 
BECKETT, Alvin C. 
Are you padding your payroll teaching? Bus 
Ed Forum 15: 23 F 
BECKNER, Caroline 
Make your students catalog customers. Bus 
Ed World 42: 28 N 
Production in American economy. Bus Ed 
Forum 15: 18-19 Mr 
BEDFORD, Norton M. 
Education for accounting as a learned pro- 
fession. J Accy 112: 33-41 D 
BEEDE, Ruth C, 
Bulletin boards for secretarial training class. 
Bus Ed World 41: 28-29 Ap 
BEEHLER, Sister M. Benedict 
Business education in the Catholic schools of 
Minnesota, Montana, North Dakota, and 
South Dakota. University of North Dakota, 
i. thesis 60; N Bus Ed Q 30: 9-10 


BEHRMANN, E. H. 
The school’s role in preparing the gifted child. 
Cath Bus Ed R 12: 33-39 F 


BELL, Mary L. 
See Tidwell, M. Fred 
BELL, R. DerMont 
A study of the relative efficiency of two ap- 
proaches to typewriting instruction in which 
sequence is the variable. University of 
Southern California, Ph.D. thesis 60; J 
Bus Ed 36: 173 Ja; N Bus Ed Q 30: 10-11 
O 


Whatever happened to the male secretary? J 
Bus Ed 36: 194-96 F 
BENDER, Jessie 
A functional syllabus for office practice at 
Delano union high school. University of 
Southern California, M.S. thesis ’60 
BENNETT, Carroll Lee 
A comparison between practice and theory in 
teaching first-year typewriting in selected 
high schools. State University of lowa, 
M.A. thesis 60 
BENSON, Marie 
The role of the shorthand teacher. Bus Ed 
Forum 16: 20-22 O 
BERNHAUSEN, Martha 
The role of the tape for teaching bookkeep- 
ing, too! Bal Sheet 42: 202-203 Ja 
BERNTHAL, Wilmar F. and Edward J. Morrison 
New directions in teaching personnel manage- 
ment. Coll N & V 15: 1-60 
BIBLIOGRAPHY 
Abstracts of papers. See issues Office Exec 
Bibliography. Kenneth E. Martin. Amer Bus 
Ed Y 18: 272-76 
Bibliography of teaching materials in business 
education. Alpha Chapter of Delta Pi 
Epsilon. New York University Press, Wash- 
ington Square, New York 3, New York. 
84 p $2 
Book reviews. See issues Office Exec 
The book shelf. See issues J Bus Ed 
Books and articles worth reading. See issues 
ABWA Bul 
Books for executive reading. Office Mgt 22: 
112-14 Ja 
Books you will want to see. Sister Marie 
Frances. See issues Cath Bus Ed R 
Brief annotated bibliography of available ma- 
terials on office automation. Paul M. Pair. 
Bus Sch Exec Digest 2: 9-10 Mr-Ap 
Business education index—1960. Louis C. 
Nanassy, ed. Gregg. 62 p 
Current reading. Lauren Walker and Robert 
I. Dickey. See issues J Accy 
Current thought on the teaching of book- 
keeping. I. David Satlow. J Bus Ed 37: 19, 
22-24 O | 
Literature worth reading. See issues Coll 
N&V 
New for you. See issues Bus Ed Forum 
Periodic literature in business education. 
_— C. Nanassy. CBEA Bul 19: 5, 7 





The reference shelf. See issues VBE Bul 

Review of new literature. See issues Bal 
Sheet 

Secretarial bookshelf. See issues Today’s Sec 

The secretary’s library. See issues Sec 

UBEA publications list. Bus Ed Forum 16: 
47-50 O 
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BIBLIOGRAPHY (continued) 
Worthy of reference. Doris M. Graff. See 
issues Office Exec 
BIKKIE, James 
See Hartzler, F. E. 
BIRKHOLZ, John R. 
An analysis of the application of arithmetical 
skills to beginning bookkeeping instruction. 
Northern Illinois University, M.S. thesis 59 
BIRN, Serge A. 
Master clerical data. Office Exec 36:. 14-16, 
23 F 
BITTNER, Henry A. 
A businessman’s look at business education. 
Bus Ed Forum 15: 12-13 Mr 
BJORKMAN, Marcia 
A follow-up study of the 1958 graduates of 
Morningside high school. University of 
Southern California, M.S. thesis ’60 
BLACKLEDGE, Ethel Hale 
We can simplify spelling rules. Bus Ed World 
42: 27,328 
Work reduced to fantastic figures. J Bus Ed 
36: 358 My 
See also Brady, Mary M. 
BLACKLEDGE, Walter L. and Ethel Hale Blackledge 
Role-playing prepares students for job inter- 
views. Bus Ed World 42: 22-23, 30 O 
BLACKSTONE, Bruce I. 
Business education in Iran. N Bus Ed Q 29: 
55-58, 64 Mr 
Business education, science, and mathematics. 
Bal Sheet 43: 148-50, 191 D 
Education for office occupations. Bal Sheet 
42: 244-45, 259 F 
Manpower problems in office education. Bus 
Sch Exec Digest 2: 24-28 Mr-Ap 
Office education and the US. office of edu- 
cation. Bus Ed Forum 15: 27-28 Ap 
The role of the USOE in office education. 
N Bus Ed Q 29: 8-11, 53 My 
and others 
Administration and supervision in business 
education in the public schools. Amer Bus 
Ed 18: 6-12 O 
BLAGDON, Charles A. 
The act of writing. ABWA Bul 26: 19-22 D 
BLASCHAK, Elizabeth 
—— friends will tell you! Sec 21: 16- 
19 Je 
BLOUGH, Carman G. 
Accounting and auditing problems. See issues 
J Accy 
BLUMHAGEN, Elaine 
A study to determine the feasibility of using 
a time-penalty scoring procedure for short- 
hand dictation and transcription tests. lowa 
State Teachers College, M.A. thesis ’60 
BOBB, Donald 
Teach decision-making at the typewriter. Bus 
Ed World 42: 18-19 D 
BOLLINGER, Edgar 
The establishment and implementation of 
guiding principles for motivation in teach- 
ing shorthand. University of North Dakota, 
M.S. thesis 60; N Bus Ed Q 30: 11 O 
BONAMICI, Daniel R. 
Tax instruction on the high school level. Bus 
Ed Observer 32: 9, 22 My 
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Adult classes in bookkeeping. Elliot Thore- 
son. Bus Ed Forum 15: 10-12 Ja 

An analysis of the application of arithmetical 
skills to beginning bookkeeping instruction. 
John R. Birkholz. Northern Illinois Uni- 
versity, M.S. thesis ’59 { 

Are you padding your payroll teaching? 
Alvin C. Beckett. Bus Ed Forum 15: 23 F 

Ask the experts. J. Marshall Hanna. See issues 
Today’s Sec 

Automation and bookkeeping. Arthur E. 
Carlson. Bus Ed Forum 16: 30, 34 O 

Better bookkeeping. Leonard J. Porter. Bus 
Tchg Aid G-2, Prentice-Hall. 2 p Free 

The bookkeeper and the machine. Max J. 
Gillers. CEA Y 23: 148-54 

Bookkeeping. Lewis D. Boynton. Amer Bus 
Ed Y 18: 162-77 

Bookkeeping. V. E. Breidenbaugh and Solo- 
mon C. Steinfeld. Amer Bus Ed 18: 29-31 
O 


Bookkeeping—a survey of current literature. 
David C. Campbell. University of Minne- 
sota, M.A. thesis 60; N Bus Ed Q 30: 
13-140 

Bookkeeping and accounting: a plan for teach- 
ing about bad debts. Elbert C. Strickler. 
Bus Ed Forum 16: 12-13 D 

Bookkeeping and accounting: a plan for 
teaching about notes and interest. Virginia 
Patterson and Doraleen Smith. Bus Ed 
Forum 16: 9-12 D 

Bookkeeping and accounting: a plan for 
teaching depreciation. Brenda Watkins. Bus 
Ed Forum 16: 14-15 D 

Bookkeeping and accounting: a plan for 
teaching the worksheet. Dorothy Hazel. Bus 
Ed Forum 16: 15-16 D 

Bookkeeping awards information. Howard L. 
Newhouse. Bus Tchr 39: 12 N 

A bookkeeping course of study. Sister M. 
Therese. Cath Bus Ed R 12: 44-50 Je 

Bookkeeping headaches eliminated. Richard 
N. Lennes. Bal Sheet 43: 54-56 O 

Bookkeeping 1 data guide plastic summary. 
M. Herbert Freeman and J. M. Hanna. 
—_— Inc., Flushing 55, New York. 

Bookkeeping practice sets should not be 
graded. Earl S. Dickerson. Bus Ed Forum 
15: 31-32 Mr 

Bookkeeping props. Sister Mary Aquin 
O’Keefe. Cath Bus Ed R 12: 30-32 F 

—s test for award. See issues Bus 

chr 


Bookkeeping: the personal-use objectives. 
Robert G. Soule. J Bus Ed 36: 314 Ap 
Bookkeeping 2 data guide plastic summary. 

J. M. Hanna and M. Herbert Freeman. 
—_— Inc., Flushing 55, New York. 
A comparative study of the value of outside 
assignments on achievement in first year 
bookkeeping. Sister Mary  Lauretine 
+ crc, Catholic University, M.A. thesis 


Current thought on the teaching of book- 
ee I. David Satlow. J Bus Ed 37: 19, 
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BOOKKEEPING (continued) 

Do we meet the personal-use objectives of 
bookkeeping? Robert G. Soule. J Bus Ed 
36: 197-98 F 

Don’t tie bookkeeping to the textbook. J. C. 
Harger. Bus Ed World 42: 16-17 O 

The effectiveness of high school bookkeeping 
and shorthand grades as indicators of col- 
lege success. Esther E. Anderson. J Bus Ed 
37: 70 N 

Getting the most out of the profit and loss 
statement. Milton C. Olson. Bus Tchg Aid 
G-3, Prentice-Hall. 3 p Free 

Give high school pupils a foundation for 
bookkeeping. Dorothy C. Cheatham. Bus 
Tchr 39: 8 N 

How is your elementary bookkeeping? Abe 
Arnowitz. Bal Sheet 42: 395-97 My 

How to improve instruction of bookkeeping. 
M. Herbert Freeman. VBE Bul 16: 5-6 


O 

How to teach the profit and loss statement. 
J Marshall Hanna. Bus Ed World 41: 18- 
19,30Ja 

Implications of research in bookkeeping. F. 
Wayne House. N Bus Ed Q 29: 18-21 Mr 

Introductory bookkeeping, 3rd ed. Milton C. 
Olson, Ernest A. Zelliot, and Walter E. 
Leidner. Prentice-Hall. 592 p $4.04. 

Keeping the payroll records is a prestige as- 
signment. Robert L. Thistlethwaite. Bus Ed 
Forum 15: 13-15 F 

Look at your bookkeeping course again. 
Ronald W. Hallstrom. J Bus Ed 36: 242- 
44 Mr 

Payroll accounting, 5th ed. Charles R. Hadley 
and R. L. Thistlethwaite. Gregg. $4.50 

A personal-use course in typewriting and 
record keeping. Beatrice Westhoff. Bal 
Sheet 42: 215, 240 Ja 

Problems of teachers of high school book- 
keeping. Amer Bus Ed 17: 145-47 Mr 

Problems of the bookkeeping teacher. Robert 
E. Gades. Sul Ross State College, M.A. 
thesis ’60 

Realizing bookkeeping objectives. Robert M. 
Kessel. Bus Ed Forum 15: 31-32 Ap 

Relation of bookkeeping en fom. g to the 
duties performed by bookkeepers. Winferd 
Durham. Bal Sheet 43: 105-106, 144 N 

The relationship of actual bookkeeping prac- 
tices in business with procedures as taught 
in vocational and adult classes. Margaret 
Pike. University of Wisconsin, M.S. thesis 
60; N Bus Ed Q 30: 42-43 O 

The relationships between bookkeeping in- 
struction in the classroom and the duties 
performed by the bookkeeper. Winferd 
Durham. George Peabody College for 
Teachers, Ed.M. thesis ’60 

The role of bookkeeping theory training for 
office jobs in the 1960’s. Benjamin Mandel. 
CEA Y 23: 137-40 

The role of the tape for teaching bookkeep- 
ing, too! Martha Bernhausen. Bal Sheet 
42: 202-203 Ja 

Simplify bookkeeping for your slower learners. 
Enoch J. Haga. Bus Ed World 41: 12-13 F 

Simplifying the work sheet. Vernon A. Mus- 
selman. Bus Tchr 38: 6 F 
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BOOKKEEPING (continued) 
Single-entry bookkeeping of 1875 still useful. 
Enoch J. Haga. J Bus Ed 36: 326-27 My 
Some how’s and why’s for the teaching of 
bookkeeping. Duane McCracken. Bus Ed 
Forum 15: 33, 38 My 

A study of procedures used in the adminis- 
tration of practice sets in first-year book- 
keeping in the state of North Dakota. 
LeRoy H. Swenson. University of North 
ue M.S. thesis 60; N Bus Ed Q 30: 
54 


A survey of bookkeeping practices of small 
businesses in DeKalb, Illinois. F. Joseph 
Hutten. Northern Illinois University, M.S. 
thesis ’60 

Teach them to find their own mistakes. Alvin 
D. Graham. Bal Sheet 42: 246, 269 F 

The teacher’s role in enriching bookkeeping 
courses. Richard E. McDonald. Bal Sheet 
42: 351-52 Ap 

Teaching tips in bookkeeping. Zenobia L. 
Baxter. Amer Bus Ed 18: 64 O 

To help your bookkeeping students—use 
basic concepts. David R. Dilley. Bus Ed 
World 41: 16-17 Je 

Visual aids for better bookkeeping. Chester J. 
Novitt. J Bus Ed 36: 150-51 Ja 

Vocational guidance and the teacher of book- 
keeping. Charles M. Reinmuth. Bus Ed 
Forum 16: 24 N 

What is the future of manual bookkeeping? 
Chester V. Hines. Bal Sheet 42: 250-52, 
288 F 

What is the true story about bookkeeping? 
M. Herbert Freeman. Bus Ed Observer 32: 
4-5, 10 My 

Why not prepare your own practice set for 
bookkeeping? John Mark Johns. Ball State 
CJ 23: 16-18 N 

A work experience program in bookkeeping 
for one hour a day? Gayle A. Stelter. Bus 
Ed World 42: 28 D 

Write your own practice sets. Orrin A. 
Engen. Bus Ed World 42: 7S 

BORLAND, Helen B. 
Office practice. Amer Bus Ed Y 18: 178-93 
BOULDEN, Alfred W. 

A program-to-be in a Connecticut school. 

Amer Bus Ed 17: 269-71 My 
BOULWARE, L. R. 

The costly void in business education. Bus 

Sch Exec Digest 2: 17-25, 29 D-Ja 
BOUTIN, Gilbert R. 

Streamline, reduce, eliminate . . 

fice Exec 36: 16-18 Ap 
BOWER, James B. 

Principles of accounting system design. J Bus 

Ed 36: 346 My 
BOWMAN, Garda W. 

Employment by merit alone. Office Exec 36: 

14-15, 37 My 
BOWMAN, Wallace B. and Mary Ellen Oliverio 
Shorthand dictation studies, 3rd ed. South- 
Western. 674 p $3.60 
BOYDSTUN, Shirley R. 
The art of letter writing. Sec 21: 6S 
BOYLE, Raymond A 
— ~_— income tax. Bus Ed World 41: 


. or else! Of- 








10 


BOYNTON, Lewis D. 
Bookkeeping. Amer Bus Ed Y 18: 162-77 
BRADBURN, James L. 
Teach from the newspaper. Bal Sheet 43: 
109-10 N 
BRADY, Mary M. and Ethel Hale Blackledge 
Ten ways to motivate typing students. Bus 
Ed World 42: 11-12 D 
BRECKER, Raymond F. 
Office machines. Amer Bus Ed 18: 27-29 O 
BREIDENBAUGH, V. E. and Solomon C. Steinfeld 
Bookkeeping. ‘Amer Bus Ed 18: 29-31 O 
BRENDEL, LeRoy A. 
A program that cross-pollinates language arts 
and typewriting. Amer Bus Ed 17: 232-35 
M 


y 
BRENNA, Lyle V. 

Distributive education clubs of America—an 

aid in teaching. J Bus Ed 37: 15-16 O 
BRESSLER, George D. 

Timed transcription for mailable letters. Bal 

Sheet 43: 67-68 O 
BREWER, Denny H. 

Budget and financial sources of business edu- 
cation departments in the public secondary 
schools of Tennessee. University of Ten- 
nessee, M.S. thesis ’60 

BRICKNOR, John C. 

Co-op club serves as educational vehicle. 

MBEA Bul 26: 10 F 
BRIGHT, Don 

The role a business education teacher should 
assume in a high school guidance program. 
Ohio Bus Tchr 21: 46-48, 79 Ap 

_ BRINKLEY, Rosemary M. 
The business program in a Maryland school. 
Amer Bus Ed 17: 229-31 My 
BRINKMAN, Albert R. 
See Dame, J. Frank 
BROCK, Luther A 

How can we get students to enjoy writing? 

ABWA Bul 25: 22-25 Ap 
BROOKS, Abraham 

Business law: its value in the secondary 
school curriculum. Cath Bus Ed R 13: 31- 
32 Fall 

BROOKS, Charles D. 
Use flash cards for typing. Bal Sheet 42: 288 F 
BROOM, H.N. and J. G. Longenecker 

Small business management. South-Western. 

750 p $7.75 
BROPHY, John 

Modern planning in a Long Island high 

school. Bus Ed World 41: 22-24 Ja 
BROPHY, William B. 

Try this approach to human relations instruc- 

tion. Bus Ed World 41: 22, 37 Je 
BROTHERTON, E. W. 

Teaching automation on the secondary level. 

Cath Bus Ed R 12: 40-43 Je 
BROWN, John A. 

The reader-centered letter. 
16 My 

Why use a bookkeeping machine in the era 
of electronic computers? Admin Mgt 22: 
26-30 My 

BROWN, Richard D. 

Motivate your typing students with individual 

“A” goals. J Bus Ed 36: 226 F 


Office Exec 36: 
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BROWN, Richard D. (continued) 
and Victoria Daily 
Is economics essential? Bal Sheet 43: 
63 D 
BROWN, Sydelle 
Nine loaded questions. H Points 43: 59-60 





162- 


My 
BROWN, William C. 

An evaluation of the secretarial science cur- 
riculum at Hampton institute with a view 
toward curriculum improvement. New 
York University, Ed.D. thesis 60; N Bus 
Ed Q 30: 11-12 O 

BRUNER, Ruth 

Don’t pass the basic skills buck. ABWA Bul 

25: 25-27 My 
BUCKLEY, Louis F. 

Changing composition of the labor force. 

Cath Bus Ed R 12: 13-19 Ap 
BURGER, Robert S. 

How to seem to write as you talk. Sec 21: 

4-5, 28 Mr 
BURKE, Judith A. 

Misspelled words count, too. Bal Sheet 42: 

247-49 F 
BURMEISTER, Harry K. 

Business law in a general business course? 

Bal Sheet 42: 273 F 
BUSKIRK, Richard H. 

Cases and readings in marketing. Holt. 219 
p $2.25 

Principles of marketing: 
view. Holt. 669 p $7.75 

BUSINESS and business education 

Business and education must join hands. 
Joseph Gruber. Office Exec 36: 24-25 Je 

Business says . . . Betty Koch. Bus Ed 
Forum 16: 28-29 N 

A businessman comments on business educa- 
tion in a changing business world. James 
R. Taylor. Amer Bus Ed 18: 58-60, 63 O 

A businessman’s look at business education. 
Henry A. Bittner. Bus Ed Forum 15: 12- 
13 Mr 

A comparison of programs of business educa- 
tion in secondary schools and in industry. 
Ralph Monay. J Bus Ed 36: 259 Mr 

Cooperation between business and education 
can be a reality. Joseph Gruber. Bal Sheet 
42: 294-95, 302 Mr 

Foundations for the future. Edwin E. Weeks, 
Jr. Office Exec 36: 32-35 O 

How can the high school best serve the per- 
sonnel needs of the business community? 
Edgar S. Everhart. VBE Bul 16: 3 O 

How education and business can better train 
the New York city commercial high school 
graduate. Anthony C. Abilo. CEA Y 23: 
141-47 

How to plan a_ business-education day. 
Chamber of Commerce of the United 
States, 615 H Street, N.W., Washington 6, 
D. C. $.50 

In-service training programs of business— 
with implications for business teachers. 
Benjamin F. Thomas. Amer Bus Ed 18: 
49-53,63 O 

Meeting progress through the cooperation of 
business education and industry. Marion 
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BUSINESS and business education (continued) BUSINESS correspondence (continued) 


— Bus Ed Observer 33: 17-18 

a 

Relations between the universities and indus- 
trial and commercial enterprises in the U.S. 
with regard to the science of economics. 
Inter Rev for Bus Ed 57: 64-66 Ap 


BUSINESS correspondence 


Accreditation of business writing for English. 
A. Bernard R. Shelley. ABWA Bul 25: 13- 
16 My 

The act of writing. Charles A. Blagdon. 
ABWA Bul 26: 19-22 D 

The American institute of banking’s course in 
letter writing. Arthur Smith, Jr. ABWA Bul 
26: 26-28 D 

The application of the rules of punctuation 
in typical business correspondence. Donald 
G. Stather. Boston University, Ed.D. thesis 
60; N Bus Ed Q 30: 520 

The art of letter writing. Shirley R. Boydstun. 
Sec 21: 6S 

Business communications. William C. Him- 
street and Wayne M. Baty. Wadsworth. 
432 p $6.50 

Business writing in the English department 
and elsewhere. Karl M. Murphy. ABWA 
Bul 25: 6-9 Ap 

Confirming the status of business writing 
courses. Herta A. Murphy and others. 
ABWA Bul 25: 23-27 Mr 

Credit extensions and the letters accompany- 
ing them. E. M. Arthur and others. ABWA 
Bul 25: 15-22 Mr 

Developing a company letter-writing pro- 
gram. Fred J. Wells. ABWA Bul 25: 8-11 
F 


Diplomatically speaking. Anne Foley. Teday’s 
Sec 64: 22-23, 32 O 

The future of business writing. J. Harold 
Janis. ABWA Bul 26: 5-9 D 

Good looks clinic: letter grooming. Elizabeth 
Lawrence. Today’s Sec 63: 16-17, 48 My 

Group effort stimulates better research at- 
mosphere. Walter J. Chamberlin. ABWA 
Bul 25: 7-9 Mr 

The honors course in business writing. Francis 
W. Weeks. ABWA Bul 26: 13-16 O 

How can we get students to enjoy writing? 
Luther A. Brock. ABWA Bul 25: 22-25 Ap 

How to seem to write as you talk. Robert S. 
Burger. Sec 21: 4-5, 28 Mr 

Is business letter writing due for a change in 
approach? Fairy C. McBride. ABWA Bul 
26: 17-19 O 

Letter writing—the bogy in net profits. Irvin 
H. Lessser. Sec 21: 8-11 O 

On the teaching and the learning of writing 
in the university. Francis W. Weeks. ABWA 
Bul 25: 5 Ap 

Plaudits—and challenges. Doris Sponseller. 
ABWA Bul 25: 8-12 My 

The positive can precede the negative, but... . 
Walter J. Chamberlin. ABWA Bul 26: 20- 
220 

The reader-centered letter. John A. Brown. 
Office Exec 36: 16 My 

Report writing for business. Raymond V. 
Lesikar. Irwin. 345 p $6.95 


The secretary and written communications. 
Frank M. Herndon. Bus Ed Newsletter 
(P-H) 9: 3 Spring 

The simplified letter. Sec 21: 20-22 Mr 

Some opinions on selected correspondence 
practices. Dorothea Chandler. ABWA Bul 
25: 28-31 My 

The status of business writing in American 
schools of business—an historical per- 
spective. Richard C. Gerfen. ABWA Bul 
25: 3-6 Mr 

A study of the readability of business corre- 
spondence textbooks. Phillip Sternshein. 
University of Southern California, M.S. 
thesis ’60 

Teaching business writing through organiza- 
tion. Gunnar Larson. ABWA Bul 25: 17- 
21 Ap 

Three useful approaches to research on course 
development. Michael Porte. ABWA Bul 
25: 20-24 My 

The time-honored objectives in the business 
report writing course. Alton V. Finch. 
ABWA Bul 25: 10-14 Mr 

Trends in business correspondence. John L. 
Rowe. CBEA Bul 19: 2 O 

Values in literature for business students. 
Robert D. Gieselman and Wade H. Hall. 
ABWA Bul 26: 23-25 D 

BUSINESS education 

All the new frontiers are not in Washington. 
Jack H. Jones. Bal Sheet 43: 51 O 

Analysis of business education. Connie Rudd. 
Sul Ross State College, M.A. thesis *60 

An appraisal of attacks on business education 
since sputnik. Ruth Woolschlager. N Bus 
Ed Q 30: 5-21 D 

An appraisal of business education in the 
urban and rural public high schools of the 
state of Washington. Weston C. Wilsing. 
J Bus Ed 37: 28 O 

Are you still in business education? Elizabeth 
T. Van Derveer. J Bus Ed 37: 6-7 O 

Benton on business education. Herbert A. 
Tonne. J Bus Ed 36: 234-35 Mr 

Boosting business courses. Alan C. Lloyd. 
Bus Ed World 41: 13-15, 36 My 

Brief notes on business and economic educa- 
tion. James H. Edmondson. See issues 
Amer Bus Ed 

Build a business co-partment. R. W. McGin- 
ness. Bus Ed World 42: 14-16S 

Building an offense and a defense for an ade- 
quate secondary school business education 
—vocational and basic business. Herbert 
A. Tonne. N Bus Ed Q 30: 78-82 D 

Business and economic education for the 
academically talented student. Milton C. 
Olson and Eugene L. Swearingen. National 
Education Association and United Business 
Education Association, 1201 Sixteenth 
Street, N.W., Washington 6, D.C. 80 p $1 

Business education and the seven cardinal 
principles. Arthelia V. Alexander. Bal Sheet 
42: 204-205 Ja 

Business education for college prep students. 
Elizabeth T. Van Derveer. J Bus Ed 36: 
201-202 F 
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BUSINESS education (continued) 


Business education for college prep students. 
M. Herbert Freeman. J Bus Ed 36: 157- 
58 Ja 

Business education in Lafayette high school. 
Adrienne Frosch. Inter Rev for Bus Ed 33: 
61-62 O 

Business education in the colleges and uni- 
versities of the United States. Jessie Gustaf- 
son. Inter Rev for Bus Ed 33: 76-77 O 

Business education in transition. Elvin Eyster. 
VBE Bul 15: 6-7 Ja; CBEA Bul 19: 3-4, 
60 

Business education in transition: new direc- 
tions. Elvin S. Eyster. J Bus Ed 36: 232- 
33 Mr 

Business education needs AVA leadership. 
Paul S. Lomax. Amer Voc J 36: 36-37 Mr 

Business education, science, and mathematics. 
Bruce I. Blackstone. Bal Sheet 43: 148-50, 
191 D 

A business program emphasizing vocational 
preparation. H. O. Toupin. Amer Bus Ed 
17: 252-53 My 

Business science—adolescent or adult? Amar 
N. Agarwala. Office Exec 36: 9-14 Je 

But—hear this! E. Clark Wood. Ohio Bus 
Tchr 21: 52-54, 80 Ap 

Challenges to business education. Raymond 
B. Russell. Bus Ed Newsletter 8: 3, 14 Ap 

The changing pattern of business education. 
Edith T. Smith. Bal Sheet 42: 243 F 

Commercial subjects in rehabilitation. Otto 
W. Feri and Ebba J. Coneagh. Amer Voc 
J 36: 26-27 S 

The contribution of secondary school voca- 
tional business education to general educa- 
tion. Donald J. Zuehlke. N Bus Ed Q 30: 
69-77 D 

Cooperation breeds success. Edith M. Mc- 
Kenzie. Bal Sheet 43:3 S 

The costly void in business education. L. R. 
Boulware. Bus Sch Exec Digest 2: 17-25, 
29 D-Ja 

Criticism improves business education. Enoch 
J. Haga. Bal Sheet 42: 253, 256 F 

Develop quality in business education. 
Brother Leo V. Ryan. Bal Sheet 42: 195 Ja 

Economic development assures greater em- 
phasis on business education. Reed Davis. 
Bal Sheet 43: 99 N 

Facing the inquietude in business education. 
Raymond W. Morgan. Bal Sheet 42: 292- 
93 Mr 

The Frederick G. Nichols story, Part II: 
leadership at the federal and state levels. 
Paul S. Lomax. Delta Pi Epsilon J 4: 16-23 
N 

The gross national product in business educa- 
tion. Gladys Bahr. Bal Sheet 42: 387 My 

Guide for business education. Bal sheet 43: 
160-61 D 

A handbook of suggested procedures for the 
departments of business education in a new 
school situation. Robert W. Diekroeger. 
University of Wisconsin, M.S. thesis 60; N 
Bus Ed Q 30: 160 

Have you read. Jack Yuen. See issues CBEA 
Bul 
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BUSINESS education (continued) 


How business subjects affect eligibility for ad- 
mission to college. Simon A. Duchan. CEA 
Y 23: 24-65 

How good are your skills? Hamden L. Fork- 
ner. Future Bus Leader 15: 3 Spring 

Improving business education in a small 
school—an experiment. Mary H. Scott. 
Amer Bus Ed 17: 244-46, 255 My 

Is business education vocational education? 
William Selden. Bus Ed World 41: 19, 30 


p 

Just between us. Helen H. Green. See issues 
Bus Ed World 

Keep business education vocationally sound. 
Paul S. Lomax. J Bus Ed 37: 90-91 D 

Let’s not bury our heads in the sand. John L. 
Rowe. N Bus Ed Q 30: 3-4 D 

Let’s professionalize business education. Sister 
Teresa Paul. Bal Sheet 43: 62-64, 95 O 

National defense education act aids business 
education. R. C. Van Wagenen. Amer Voc 
J 36: 18-20 D 

New horizons in business education. Joseph 
Gruber. CEA Y 23: 6-11 

An offense and a defense for business educa- 
tion. Bulletin 75. John L. Rowe, ed. United 
Business Education Association, 1201 Six- 
—_ Street, N.W., Washington 6, D. C. 

p 

On teaching business education for tomor- 
row. Winifred Ketch. Kansas Bus Tchr 14: 
12 My 

Planning vocational programs in _ business 
education. Robert M. Kessel. Bal Sheet 43: 
52-53,950 

Principles of business education, 3rd ed. Her- 
bert A. Tonne. Gregg. 544 p $6.50 

The role of business education in the second- 
ary curriculum. Thelma D. Nicklin. Bal 
Sheet 43: 13-15 S 

Secondary business education need not be 
terminal. James A. Parfet. Bus Ed World 
42: 20-22 D 

The significance of high school business edu- 
cation. H. G. Enterline. Bus Ed Observer 
32: 3-5, 20 F 

The social, cultural, and economic importance 
of business education. Robert E. Slaughter. 
Cath Bus Ed R 12: 12-13 F 

Some present-day challenges in business edu- 
cation. Russell J. Hosler. NABTE Bul 74: 
5-9 

Status of business education in the public 
— of Virginia 1960-61. VBE Bul 16: 


The status of business education in the sec- 
ondary schools of the state of Delaware, 
1958-1959. Sister Margaret Crucifixa Mc- 
Donald. Catholic University, M.A. thesis 
60; N Bus Ed Q 30: 34-35 O 

A study of business education in the Catholic 
secondary schools in the diocese of Colum- 
bus, Ohio, 1959-1960. Sister Agnes Imelda 
oo Catholic University, M.A. the- 
sis ’ 

Teaching the fundamentals through business 
education. Lucille Upshur Kornegay. VBE 
Bul 16: 5-6 D 
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BUSINESS education (continued) 
Tenth annual problem clinic. Robert M. Kes- 
sel. Amer Bus Ed 17: 134-63, 171 Mr 
This is the age of specialization. Paul M. 
Pair. Amer Bus Ed 18: 68 D 
This we believe about business education in 
the high school. Policies Commission for 
Business and Economic Education. Bus Ed 
Form 15: 19-30 My; Bal Sheet 43: 24a- 
24d S$ 
Today’s educational tragedy. Lloyd V. Doug- 
las. Bal Sheet 42: 389-91 My 
Trends in business education in our times. 
Robert E. Slaughter. Cath Bus Ed R 12: 
10-12 F 
Triple threat to business education. Paul R. 
Byers. Bal Sheet 43: 107-108 N 
Wanted: a highly successful professional 
writer. Verner L. Dotson. J Bus Ed 36: 
276-77 Ap 
bee our direction? Cath Bus Ed R 12: 6- 
7 Ap 
Why excellence in business education? Helen 
J. Keily. Amer Bus Ed 17: 132 Mr 
You can solve persistent problems with a busi- 
ness exploratory course. Irving T. Goit- 
lieb. Bus Ed World 41: 24-25, 35 My 
BUSINESS English 
All about initials. Sec 21: 8-9 F 
Ask the experts. E. Lillian Hutchinson. See 
issues Today’s Sec 
Business English and communication, 2nd 
ed. Marie M. Stewart, E. Lillian Hutchin- 
son, Frank W. Lanham, and Kenneth Zim- 
mer. Gregg. 576 p $4.56 
College English for business, 2nd ed. Charles 
G. Reigner. Rowe. 240 p $3.48 
Developing oral and written expression. Lucy 
D. Mederios. Amer Bus Ed 17: 172-74 Mr 
Different approach to grammar in business 
English. C. E. Walker. Jun Col J 32: 83 O 
Don’t pass the basic skills.‘ buck. Ruth Bruner. 
ABWA Bul 25: 25-27 My 
English the easy way, 2nd ed. Norman 
Schachter. South-Western. 220 p $1.56 
Look to your words. William H. Arison. Sec 
21: 24-26 Ja 
Shorthand dictation for better English. Leon- 
ard J. Porter. Prentice-Hall. 17 p $1.25 net 
prepaid 
Teaching business English. Gerald W. Max- 
well. Bus Ed Newsletter (P-H) 10: 1 Fall 
This business of teaching English. George P. 
Barber. Bus Ed World 41: 29 Ja 
Word teasers. E. Lillian Hutchinson. See is- 
sues Today’s Sec 
BUSINESS law 
Ask the experts. R. Robert Rosenberg. See 
issues Today’s Sec 
Business law in a general business course? 
Harry K. Burmeister. Bal Sheet 42: 273 
F 


Business law: its value in the secondary 
school curriculum. Abraham Brooks. Cath 
Bus Ed R 13: 31-32 Fall 

Business law, 6th ed. Ronald A. Anderson and 
_ A. Kumpf. South-Western. 948 p 


- 
College business law, 2nd ed. R. Robert 
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BUSINESS law (continued) 
Rosenberg and William G. Ott. Gregg. 570 


p 

Collegiate law, the citizen, and business. Ron- 
ald A. Anderson. Coll N & V 14: 1-3 Mr 

Economics in business law—why not? James 
L. Nicholas. Bal Sheet 43: 111, 140 N 

An instructional unit on negotiable instru- 
ments in business law. Sister Mary Gerard. 
Boston University, Ed.M. thesis *60 

An Iowa supplement correlated with applied 
business law, seventh edition, by Fisk and 
Snapp. Kenneth L. Rowe. Iowa State 
Teachers College, M.A. thesis ’60 

Lawyer, lank and lean. Irving Rosenblum. J 
Bus Ed 36: 161-63 Ja 

Sign language. Irving Rosenblum. H_ Points 
43: 48-49 M 

A study of objectives and content for a course 
in secondary school business law. Ernest 
Carl Hall. Kansas State Teachers College, 
M.S. thesis ’60 

A study to determine the relative effectiveness 
of three teaching methods for a beginning 
course in business law at the college level. 
Samuel W. Dry. University of Kentucky, 
Ed.D. thesis 60; J Bus Ed 37: 28-29 O 

Teamwork, originality, and understanding 
through skits in the business law class. 
Donald C. Claypool. Bal Sheet 42: 211, 
238 Ja 

Today’s business law, 2nd ed. Kennard E. 
Goodman. Pitman. 526 p $3.80 

BUSINESS organization and management 

Business and government, 4th ed. Marshall 
Dimock. Holt. 511 p $6.75 

Business management classes incorporate. 
Mary M. Barber. J Bus Ed 37: 13-140 

Business principles and management, 4th ed. 
Bernard A. Shilt and W. Harmon Wilson. 
South-Western. 696 p $4.48 

The challenge of the °60’s to management. 
E. J. Hanley. Cath Bus Ed R 13: 16-23 Fall 

Changing composition of the labor force. 
Louis F. Buckley. Cath Bus Ed R 12: 13-19 
Ap 

A comparative analysis of union-management 
cooperation and productivity in the United 
States and in Japan. Masanori Suzuki. Kan- 
sas State Teachers College, M.S. thesis ’60 

Freshman plus experiment equals change. 
Sister Mary Carlo. Cath Bus Ed R 12: 26- 
29 Je 

How to organize and operate a small business, 
3rd ed. Pearce Kelley and Kenneth Lawyer. 
Prentice-Hall. 618 p $7.95 

How to read a financial report. Sec 21: 24-30 
Je; 10-11, 14J 

Introduction to business. Theodore J. Sielaff 
— John W. Aberle. Wadsworth. 590 p 

6.95 

Introduction to business, rev. ed. Michael J. 
Jucius and George R. Terry. Irwin. 726 p 
$7.50 

Junior executive training program. Inter Rev 
for Bus Ed 58: 144-46 N 

A manager in general. A study of the basic 
qualifications, specific responsibilities, and 
attributes a manager should possess for 
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BUSINESS organization and management 

(continued ) 
effective leadership. Joel D. Van Buren. 
Northern Illinois University, M.S. thesis ’60 

Mutual fund investing with implications for 
general education. Perry Rawland. Univer- 
sity of Minnesota, Ph.D. thesis ’60; J Bus 
Ed 36: 346 My 

New directions in teaching personnel man- 
agement. Wilmar F. Bernthal and Edward 
J. Morrison. Coll N & V 15: 1-6 O 

Patterns of teaching business or corporation 
finance. A. S. Arnold and Paul F. Conway. 
Coll N & V 14: 11-16 My 

Problems of college teachers of introduction 
to business. Amer Bus Ed 17: 151-53 Mr 

Selected issues arising from government regu- 
lations of the public utility industries: a 
study of the issues and of the points of 
view of certain interest groups on the is- 
sues. Edward D. Peterson. Indiana Univer- 
sity, D.B.A. thesis 60 

Small business management. H. N. Broom 
and J. G. Longenecker. South-Western. 
750 p $7.75 

A study of supplementary wage benefits pro- 
vided bank employees in the greater Kan- 
sas City area. Donald E. Wilson. Kansas 
State College of Pittsburg, M.S. thesis ’60; 
N Bus Ed Q 30: 63 O 

A study of the personnel management prob- 
lems of manufacturing industries in Nash- 
ville, Tennessee. Roscoe D. Perritt. George 
_— College for Teachers, Ed.M. thesis 


Successful government economic intervention. 
Wladimir Naleszkiewicz. Cath Bus Ed R 
12: 20-32 Ap 

What are the elements of leadership? Richard 
4 Reicherter. Bus Ed Newsletter 8: 3, 13 


BUSINESS schools 

Developments in collegiate business education 
having implications for the private business 
colleges. J. Howard Nelson. Amer Bus Ed 
18: 84-86 D 

A follow-up study to survey the 1957-58 
graduates of the Katharine Gibbs school to 
determine the effectiveness of the course in 
secretarial procedures. Helen Katzen. Bos- 
ton University, Ed.M. thesis 60; N Bus Ed 
Q 30: 28 O 

The forces at work to help us. Robert W. 
Sneden, Bus Sch Exec Digest 2: 10-13 O-D 

The future of the private business school. 
Paul F. Muse. Bus Sch Exec Digest 2: 15- 
17, 28 Mr-Ap 

Portrait of a college president. Fred Wood- 
ress. Bus Sch Exec Digest 2: 11-14 Mr-Ap 

Problems of communication, reputation, and 
accreditation. Vernon A. Magnesen. Amer 
Bus Ed 18: 86-89, 96 D 

The role of the private business schools in 
meeting the insistent demands of business 
for more and better-trained office person- 
nel in the 1960’s. Nathaniel Shaw. CEA Y 
23: 179-85 

A suggested program for organized guidance 
at the Thorpe secretarial school, New York 
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BUSINESS schools (continued) 
City, 1958. Sister Mary Albert Monahan. 
Catholic University, M.S. thesis ’60 

Teaching problems in private business schools. 

Amer Bus Ed 17: 156-57 Mr 
BUTTS, Ruth C. 

Status of typewriting in public high schools 
with an enrollment of 150 or less in se- 
lected counties of southeast Kansas. Kansas 
State College of Pittsburg, M.S. thesis 60 

BYERS, Edward 
See Root, Kathleen Berger 
BYERS, Paul R. 

Triple threat to business education. Bal Sheet 

43: 107-108 N 


C 


CALEO, Robert L. 

The right approach to records control. Admin 

Mgt 22: 13-15 O 
CALHOUN, Calfrey C. 

The identification, classification, and evalua- 
tion of public relations activities and prac- 
tices in secondary school business educa- 
tion. Ohio State University, Ph.D. thesis 
’°60; N Bus Ed Q 30: 12-13 O; J Bus Ed 37: 
114-15 D 

CALLAN, John H. 

Community resources. Amer Bus Ed Y 18: 

88-100 
CAMBRIDGE, Richard W. 

A study of general business education in the 
secondary school program, with particular 
reference to the state of Iowa. State Uni- 
versity of Iowa, Ph.D. thesis ’60 

CAMPBELL, David C. 

Bookkeeping—a survey of current literature. 
University of Minnesota, M.A. thesis 60; 
N Bus Ed Q 30: 13-140 

CAREY, Edwin L. 

Issues in the teaching of collegiate elementary 
economics. Indiana University. D.B.A. 
thesis 60; J Bus Ed 36: 215 F; N Bus Ed 
Q 30: 140 

CAREY, John L. 
Higher accreditation for CPAs. J Accy 111: 
-53 Mr 
CARLO, Patrick A. 

The multiple image of the D.E. co-ordinator. 

Bus Ed World 42: 17, 30S 
CARLO, Sister Mary 

Freshman plus experiment equals change. 

Cath Bus Ed R 12: 26-29 Je 
CARLSON, Arthur E. 
Automation and bookkeeping. Bus Ed Forum 
16: 30,340 
CARLSON, Janet 
See Tenikat, Madeline P. 
CARPENTER, W. G. 

Team-teaching in basic business. Bal Sheet 

42: 279, 287 F 
CARR, Eva S. 

Job requirements and opportunities for be- 
ginning office workers in Montgomery, Ala- 
bama. Auburn University, M.S. thesis *60 

CARTER, Marcus W. 

Work experience and employment placement 

program of John C. Fremont high school. 
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CARTER, Marcus W. (continued) 
University of Southern California, M.S. 
thesis 60 
CASADY, Cleo 
General clerical teaching. Bus Ed Forum 15: 
5 F 
CASELLO, Margherita 
Let’s narrow the gap—in typing. Typ News 
31: 1,8 


CASEY, A. Frances 
A follow-up of medical assisting graduates of 
the New York city community college with 
implications for change. Columbia Univer- 
sity, Ed.D. thesis ’60 
CASH, Evelyn 
Hand injuries—so what? Typ News 31: 7 
CAVANAUGH, William T. 
The developing role of the secretary in ad- 
ministrative management. Sec 21: 8-9, 31 


Ag 
CERMAK, Florence M. 
Diplomacy and efficiency. Sec 21: 8-9S 
CERTIFIED professional secretaries 

Adequacy of certified professional secretary 
examination study materials in Northern 
Illinois university library. Eleanor M. Ste- 
vens. Northern Illinois University, M.S. 
thesis *59 

Certified professional secretary. Carlos K. 
Hayden. Sec 21: 6 D 

Certified professional secretary. George A. 
Wagoner. See issues Sec; Bus Ed Forum 
15: 29, 32 Mr 

Examination results, 1961. Sec 21: 7 D 

Help us to help you. Marjorie L. Ater. Sec 
21: 4-5,17S 

Seminar on world affairs for certified profes- 
sional secretaries. Helen Musial. Sec 21: 
22-24 N 

A study to determine the validity of part VI, 
secretarial procedures, of the certified pro- 
fessional secretaries examination. Margaret 
Zaugg. University of Michigan, Ph.D. thesis 
60; J Bus Ed 36: 305 Ap 

We need you. Martha E. Schroder. Ohio Bus 
Tchr 21: 33-34 Ap 

CHAI, Kyung Soo 

Historical study of American investments in 
Korea, 1882-1939. Northern Illinois Uni- 
versity, M.S. thesis 60 

CHAMBERLIN, Walter J. 

Group effort stimulates better research at- 
mosphere. ABWA Bul 25: 7-9 Mr 

The positive can precede the negative, but 
. . . ABWA Bul 26: 20-22 O 

CHAMBERS, George A. 

Research study provides a challenging service 

project. Amer Voc J 36: 24-25 O 
CHANDLER, Dorothea 

Some opinions on selected correspondence 

practices. ABWA Bul 25: 28-31 My 
CHAPIN, Jere D. 

Prices among chain and independent grocery 
stores in two northern Illinois counties and 
their relation to trading stamps. Northern 
Illinois University, M.S. thesis ’60 

CHAPMAN, Rita 
a of a stenographic employee. Sec 
: a 
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CHEATHAM, Dorothy C. 

Give high school pupils a foundation for 

bookkeeping. Bus Tchr 39: 8 N 
CHURCHILL, Beatrice 

Tracking—a device for better basic business 

teaching. Bus Ed Forum 15: 24, 27 F 
CLARK, Harold F. 

How to raise economic literacy. Overview 

2: 14Je 
CLARK, Marvin A. 

Economic understandings of tenth grade stu- 
dents. University of Minnesota, M.A. the- 
sis 60 

CLARK, William N. 

The European market: where does America 

stand. Ball State CJ 32: 3-5, 13 My 
CLAYPOOL, Donald C. 

Teamwork, originality, and understanding 
through skits in the business law class. Bal 
Sheet 42: 211, 238 Ja 

CLEARY, Sister Mary Benedict 

Suggestions for course offerings and tech- 
niques appropriate for the teaching of the 
slow learner enrolled in the business edu- 
cation curriculum. Catholic University, 
M.A. thesis ’60 

CLERICAL training 

Adjusting the clerical curriculum to the low- 
ability student. Agnes Gowen. Bus Ed 
Forum 16: 25 N 

Are standard clerical skills suited to today’s 
automated offices? Clayton M. Nicholson 
and Richard Kelly. Admin Mgt 22: 11-13 


N 

Clerical office practice, 3rd ed. Peter L. Ag- 
new and James R. Meehan. South-Western. 
602 p $4.12 

Clerical office practice set. Esther Sandry. 
Pitman. 69 p $.88 

Clerical practice. Jeffrey R. Stewart, Jr. and 
Emma K. Felter. Amer Bus Ed 18: 24-27 


Curriculum problems in the clerical pro- 
gram. Harry Huffman. Cath Bus Ed R 12: 
39-44 Ap 

General clerical teaching. Cleo Casady. Bus 
Ed Forum 15: 5 F 

Problems of teachers of high school clerical 
practice. Amer Bus Ed 17: 144-45 Mr 

Selected bases for outstanding secretarial and 
clerical programs. Lawrence W. Erickson. 
Ball State CJ 32: 4-6, 15 F 

Six steps to clerical efficiency. E. Duncan 
MacKenzie. Admin Met 22: 20-24 Je 

A suggested clerical training course of. study 
for South Campus high school, Waukesha, 
Wisconsin. Electa Pohle. Northern Illinois 
University, M.S. thesis ’59 

A survey of selected businesses in the Louis- 
ville, Kentucky, area, 1958-1959, to provide 
a basis for the development of a clerical 
practice course for seniors of Assumption 
high school. Sister Mary Rosalia Schroe- 
ring. Catholic University, M.A. thesis ’60 

Try these,techniques in clerical practice class. 
Richard G. Shaffer. Bus Ed World 42: 23 S 

What is a clerical worker? Harry Huffman. 
Amer Voc J 36: 29 F 

Work simplification applied to clerical prac- 
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CLERICAL training (continued) 
tice. E. L. Marietta. Bus Ed Forum 15: 34, 
36 My 

CLINE, Frank 

Try a door-to-door Christmas cookie cam- 
paign. Bus Ed World 42: 16-17 D 

COATES, George R. 

Business education in the space age. Bal 

sheet 43: 118-19 N 
COHEN, Sanford 

Employment problems in a changing econ- 

omy. Amer Bus Ed 18: 97-99, 108 D 
COHOE, E. 

Typewriting instruction for partially seeing 
and blind children. Exceptional Children 
28: 13-17S 

COLLEGES and universities 

An annotated bibliography of business text- 
books on the college level. Sister Mary 
Leo. Boston University, Ed.M. thesis ’60 

Annotated post-sputnik reflections on col- 
legiate business education. Ellis J. Jones. 
N Bus Ed Q 30: 22-43 D 

Business course and college admission? VBE 
Bul 15: 1-5 Ja 

The business machines course in college. Eve- 
lyn C. Thompson. University of Minnesota, 
M.A. thesis 60; N Bus Ed Q 30: 54-55 O 

College business law, 2nd ed. R. Robert 
_— and William G. Ott. Gregg. 570 
p 

College business mathematics, 3rd ed. R. 
Robert Rosenberg. Gregg. 420 p $5.75 

College courses executives say they use. 
Rollin H. Simonds. ABWA Bul 26: 10-18 
D 

The college department chairman. Lars G. 
Crandall. N Bus Ed Q 29: 33-38, 54 My 

College English for business, 2nd ed. Charles 
G. Reigner. Rowe. 240 p $3.48 

The colleges plan for a decade ahead. Edith 
M. McKenzie. Bus Sch Exec Digest 2: 14- 
20 O-D 

Collegiate law, the citizen, and business. Ron- 
ald A. Anderson. Coll N & V 14: 1-3 Mr 

A critical analysis of the factors affecting the 
development of the department of business 
at Northern Illinois University. Don W. 
Arnold. State University of Iowa, 
thesis ’60 

A description of the need for a business cur- 
riculum in Central Wesleyan college and 
the construction of the proposed curricu- 
lum. Freda Myers. Ball State Teachers Col- 
lege, M.A. thesis ’60 

Economic geography’s contribution to the 
business curriculum. Edwin H. Draine. 
Coll N & V 14: 23-25 Je 

An evaluation of the secretarial science cur- 
riculum at Hampton institute with a view 
toward curriculum improvement. William 
C. Brown. New York University, Ed.D. 
thesis °60; N Bus Ed Q 30: 11-12 O 

The fifth year in the accounting curriculum: 
practical implications. Ossian R. MacKen- 
zie. Coll N & V 15: 1-3 D 

A follow-up of the male graduates of Appala- 
chian state teachers college in business 
education for the years 1954-59. Ned R. 
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Trivette. Florida State University, M.S. 
thesis 60; N Bus Ed Q30:570 

How business subjects affect eligibility for 
admission to college. Simon A. Duchan. 
CEA Y 23: 24-65 

The impact of the computer on curricula of 
colleges of business administration. Ken- 
neth G. Matheson. Coll N & V 14: 1-8 
My 

Implications for revision of business educa- 
tion and secretarial administration curricula 
of Texas technological college based on a 
follow-up study of graduates. E. Dolores 
Kilchenstein. Texas Technological College, 
M.B.A. thesis ’60 

Is college teaching for you? Donald J. D. 
Mulkerne. Bus Ed World 41: 7-9, 30 F 

Issues in the teaching of collegiate elemen- 
tary economics. Edwin L. Carey. Indiana 
University. D.B.A. thesis 60; J Bus Ed 36: 
215 F; N Bus Ed Q 30: 140 

The liberal content of a professional degree 
program. Clarence H. Thompson. Coll N 
& V 15: 13-22 D 

The newer developments and the older fac- 
—— G. Halper. Coll N & V 15: 
5-8 

The noncomputer decision game as a teach- 
ing device for business courses. Ralph L. 
Day. Coll N & V 14: 17-19 My 

Occupational use of typing skill among grad- 
uates of a collegiate school of business. 
Leonard J. West. Bal Sheet 42: 400-401 My 

Perceptions of retailers and retail educators 
toward retail education in the California 
state colleges. Robert E. Hampton. J Bus 
Ed 37: 114D 

Policies in determining credit allocation for 
secretarial science courses on the collegiate 
level. Helen H. Green. N Bus Ed Q 30: 
44-54 D 

Principles and problems in college business 
mathematics: a text-workbook, 3rd ed. R. 
Robert Rosenberg. Gregg. 224 p $3 

Problems of teachers of college shorthand 
and transcription. Amer Bus Ed 17: 143- 
44 Mr 

Problems of teaching college typewriting. 
Amer Bus Ed 17: 135-39 Mr 

The relative success of transfer students and 
native students in California state college 
business programs. Robert I. Place. Uni- 
= of Southern California, Ed.D. thesis 


A school of business surveys its alumni— 
1949-1958. Leonard J. West. Southern IIli- 
a. University, 60; N Bus Ed Q 30: 61-62 


Secretarial programs in colleges and univer- 
sities. Robert M. Kessel. Bus Ed Forum 16: 
18-20 O 

Should business be taught in a liberal arts 
college? Ralph A. Phelps, Jr. Amer Bus Ed 
17: 164-66, 171 Mr 

Some new concepts in college guidance. John 
W. Wingate. CEA Y 23: 166-73 

The status of certain aspects of accounting 
education in the colleges of Oklahoma in 
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COLLEGES and universities (continued) 

1957-58. Bill G. Rainey. North Texas 
State rw M.B.E. thesis 60; N Bus Ed 
Q 30: 44-45 O 

A study of ,* business education graduates 
of the university of Oklahoma with impli- 
cations for the improvement of the cur- 
riculum in business education and other 
related subjects. Raymond R. White. Uni- 
versity of California at Los Angeles, Ed.D. 
thesis ’60 

The subject content of secretarial science 
courses is worthy of collegiate undergradu- 
ate academic acceptance. Ruth Anderson. 
N Bus Ed Q 30: 55-61 D 

Summer school announcements. Bal Sheet 
42: 370-74 Ap; 418-22 My 

Summer school directory. Bus Ed World 41: 
31-37 Ap; 42-43 My 

The transportation a in a collegiate 
school of business. Robert A. Nelson. Coll 
N & V 14: 9-10 My 

What is expected of a college department 
chairman. Harry Jasinski. N Bus Ed Q 29: 
39-43, 55 My 

COLLINS, L. Millard 

The IBM ‘Selectric-—a new teaching type- 
writer. Bus Ed World 42: 27-28 O 

-— ) moade right hand. Office Exec 36: 


4 
COMMUNICATIONS 

Business communication for better human re- 
lations. C. C. Parkhurst. Prentice-Hall. 579 
p $7.95 

Business English and communication, 2nd ed. 
Marie M. Stewart, E. Lillian Hutchinson, 
Frank W. Lanham, and Kenneth Zimmer. 
Gregg. 576 p. $4.56 

But that’s not what I meant! Roy W. Poe. 
Cath Bus Ed R 12: 19-25 Je 

They have ears but hear not. Bernadine 
Meyer. Cath Bus Ed R 12: 37-39 Je 

Tools of the office: internal communications 


1961. Lawrence Victor. Admin Mgt 22: 
43-60 Jl 

Words. Wilbert E. Scheer. Office Exec 36: 
19-21 N 


COMMUNITY resources 
Cincinnati uses community resources to sup- 
plement instructional program. John C. 
Roman. Bal Sheet 42: 340-43, 345 Ap 
Community resources. John H. Callan. Amer 
Bus Ed Y 18: 88-100 
CONDON, Arnold 
Shorthand in the 60’s. Bus Ed Forum 16: 9 O 
CONEAGH, Ebba J. 
See Feri, Otto W. 
CONNELLY, Marjorie Morse 
—. in Gregg shorthand. J Bus Ed 37: 


| 
CONNELLY, Mary E. 
Toward quality typewriting. Bus Ed News- 
letter (P-H) 10: 2 Fall 
CONSUMER education 
A comparative study of current consumer 
information for the senior high general 
business course. Anne M. Smith. Univer- 
sity of Southern California, M.S. thesis °60 


Consumer economic problems, 6th ed. W. 
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CONSUMER education (continued) 
Harmon Wilson and Elvin S. Eyster. South- 
Western. 682 p. $4.48 
Consumer education. Ramon P. Heimer! and 
Ray G. Price. Amer Bus Ed Y 18: 245-56 
The credit orgy and economic stability. Her- 
bert A. Tonne. J Bus Ed 37: 8-9 O 
Shopping spree. See issues Today’s Sec 
The social sciences and consumer behavior— 
an interdisciplinary approach. Rom J. Mar- 
kin. Coll N & V 15: 11-140 
CONWAY, Paul F. 
See Arnold, A. S. 
COOK, Fred S. 
Diary of NSA flying liberal arts seminar. Sec 
21: 18-21 My 
Have you tried brainstorming? Sec 21: 8-9 D 
Management is abetting the clerical shortage. 
CBEA Bul 18: 3 Mr 
Program of the month—you asked for it! 
Sec 21: 140 
COOK, Grover L. 
The need for instruction in federal income 
and social security taxation in the high 
school. Ohio State University, M.A. thesis 


COOK, Richard O. 
Dynamic distribution—the challenge of the 
future. MBEA Bul 26: 2 F 
COOPER, Edward L. 
See Pounds, Norman J. G. 
COOPER, Philip 
See Denny, Robert 
COOPER, Walter L. 

J. Stirling Morton high school and junior 
college, Cicero, Illinois, uses tapes, lan- 
guage laboratories, and team teaching. Nat 
Assn Sec Sch Prin Bul 45: 79-84 Ja 

CO-OPERATIVE education 

Co-op club serves as educational vehicle. 
John C. Bricknor. MBEA Bul 26: 10 F 

The parent in the cooperative program. 
Patricia Mink Rath. J Bus Ed 36: 208-10 F 

COPP, Nelson G. 
See Sewall, Charles L. 
CORENTHAL, Eugene J. 
Another miracle on 34th Street. Bus Ed 
Newsletter (P-H) 9: 1-2 Spring 
and others 

—— education. Amer Bus Ed 18: 12- 

1 
COREY, Stephen M. 

Research as a method of self-improvement. 

Amer Bus Ed Y 18: 5-16 
CORNELIA, Nicholas J. 

Evaluating achievements on adding and cal- 

culating machines. Bal Sheet 42: 296-99 


Mr 
COSENZA, Marion 
Meeting progress through the cooperation of 
business education and industry. Bus Ed 
Observer 33: 17-18 Fall 
COSSU, M. Theresa 
An experimental study to compare the rela- 
tive merits of two methods of teaching the 
letter keyboard in typewriting. Central 
Connecticut State College, M.S. thesis *60 
COTE, Marie B. 
A survey of the business education graduates 
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COTE, Marie B. (continued) 
of Bryant college from 1948 to 1959. Bos- 
ton University, Ed.M. thesis 60; N Bus Ed 
Q 30: 14-15 O 
COTTRELL, Donald P. 
Issues, problems, and challenges in teacher 
education. NABTE Bul 74: 10-11 
COUNTRYMAN, Nadeene 
The secretary in religion. Sec 21: 12-13 D 
COX, Robert G. 
See Wixon, Rufus 
CRABBE, Ernest H., Herman G. Enterline, and S. 
Joseph DeBrum 
General business, 8th ed. South-Western. 606 


p. $4. 
CRABTREE, Marylin 

The medical secretarial curriculum in junior 
colleges. Illinois State Normal University, 
M.S. thesis 60 

CRAMPTON, Winona L. 

A study of the types of written tests given 
secretarial, stenographic, and clerical appli- 
cants in the Joplin, Missouri, area. Kansas 
State College of Pittsburg, M.S. thesis 60 

CRANDALL, Lars G. 

The college department chairman. N Bus Ed 
Q 29: 33-38, 54 My 

Study in teaching shorthand using tables, text, 
and special notebooks. Colorado State Col- 
lege, Ed.D. thesis °60; N Bus Ed Q 30: 
15-16 O 

Word frequency applied to stenography. Edu- 
cation Digest 26: 46-47 F 

CRAWFORD, Lucy C. 

Evaluative criteria for distributive education: 
instructional materials. Bus Ed Forum 15: 
20-21 Ap 

CREAGER, Irene 

NOMA spelling and arithmetic programs mo- 

-_ students. Bus Ed Newsletter 9: 4-5, 


CREAMER, Lyle R. and Don A. Trumbo 

Multifinger tapping movements. J Ap Psychol 

44: 376-80 ’60 
CREWS, James W. 

So you want to teach typewriting in college. 
Bus Tchr 39: 8 S-O 

Standards and qualifications for office em- 
ployees. Bus Ed Forum 15: 11-14 My 

CRUNK, Dorothy E. 

The 1959 research award study: guiding the 
teacher trainee’s development of the quali- 
fications of an effective teacher—with spe- 
cial application to the business teacher. 
Delta Pi Epsilon J 3: 9-32 Jl 

CUNNINGHAM, Gloria S. 

High school career day provides real work 

for office practice. J Bus Ed 37: 65 N 
CURRICULUM 

An advanced placement program for college- 
level business subjects. Arnold H. Scol- 
nick. Bal Sheet 42: 346-47 Ap; H Points 
43: 52-55 Je 

A balanced business program in a large 
school in Indiana. Inez Ahlering. Amer Bus 
Ed 17: 216-17, 228 My 

A balanced business program in a small 
school in Iowa. Paul N. Phillips. Amer Bus 
Ed 17: 210-12, 243 My 
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CURRICULUM (continued) 

Building the business curriculum. H. G. En- 
terline. Amer Voc J 36: 28-31 My 

The business curriculum. Herman G. Enter- 
line. Amer Bus Ed 17: 198-202, 215 My 

The business curriculum in the space age. 
Brother Leo V. Ryan. Cath Bus Ed R 12: 
24-29 F 

The business education curriculum for the 
60’s. Louis C. Nanassy. Bus Ed Observer 
33: 15-16 Fall 

A business education guide for the Centinela 
valley union high school district. Donald 
Joseph Harrison. University of Southern 
California, M.S. thesis 60 

Business education in a large school in Penn- 
sylvania. Kenneth A. Shultz. Amer Bus Ed 
17: 224-28 My 

Business education in a Michigan school. 
G. G. Jurgensen. Amer Bus Ed 17: 264-65 
M 


Business education in a North Carolina 
school. William P. Warren. Amer Bus Ed 
17: 261-62, 265 My 

Business education in a township school. 
Charles E. Wagner. Amer Bus Ed 17: 213- 
15 My 

Business education in the Catholic schools of 
Minnesota, Montana, North Dakota, and 
South Dakota. Sister M. Benedict Beehler. 
University of North Dakota, M.S. thesis 
60; N Bus Ed Q 30: 9-10 O 

A business program emphasizing preparation 
for the job. Grace B. Donnelly. Amer Bus 
Ed 17: 247-48, 251 My 

The business program in a Maryland school. 
Rosemary M. Brinkley. Amer Bus Ed 17: 
229-31 My 

The business program in a technical school 
in Texas. Annice M. Jahn. Amer Bus Ed 
17: 256-57, 260 My 

The changing business program in the high 
school. Herbert A. Tonne. Bus Ed Forum 
15: 19-20, 27 F; Education Digest 26: 47- 
49 Ap 

A city-wide program of business education. 
Edwin E. Weeks, Jr. Amer Bus Ed 17: 203- 
209, 231 My 

Commercial courses in Philadelphia. CEA Y 
23: 12-17 

Curriculum and methods of teaching educa- 
tion in the small high school. Dorothy 
Daugherty. Sul Ross State College, M.A. 
thesis *60 

Curriculum problems in an automated age. 
James W. Derr. Ohio Bus Tchr 21: 24-25 


Ap 

Diversified opportunities in a business pro- 
gram. E. Edward Harris. Amer Bus Ed 17: 
249-51 My 

The educational program that made America 
> Arthur L. Walker. Bal Sheet 42: 


Emerging curriculum patterns for business 
education in the sixties. John C. Roman. 
Cath Bus Ed R 12: 33-38 Ap 

General and vocational business education in 
a large southern school. Ruby L. Nipper. 
Amer Bus Ed 17: 218-20, 223 My 
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The high school business ager Dean Ri 
Malsbary. Amer Bus Ed 17: 196 My 

Job requisites in Delaware, Ohio, with impli- 
cations for the business curriculums of the 
high schools in Delaware county. Melvin 
L. Woolford. Ohio State University, M.A. 
thesis *60 

Our ‘democratic philosophy—educational 
equality. Samuel Goldsmith. Bal Sheet 42: 
416 My 

The over-all business curriculum. Albert C. 
Fries. Amer Bus Ed Y 18: 45-52 

Problems concerning the business education 
curriculum in the secondary school. Amer 
Bus Ed 17: 162-63, 171 Mr 

A program emphasizing cooperative training. 
Elise White Fuston. Amer Bus Ed 17: 240- 
43 M 

The school curriculum integrated through re- 
ligion. Sister M. Therese. Cath Bus Ed R 
12: 49-58 Ap 

Since when is making a living un-American? 
Zenobia T. Liles. Bal Sheet 42: 315 Mr 

Some evaluative criteria for a high school 
business education program. Gene Erick- 
son. Mankato State College, M.A. thesis 
60; N Bus Ed Q 30: 18 O 

A survey of business firms in the Waterbury, 
Connecticut, area, with implications for 
improving the business education programs. 
Imelda Nolan. Boston University, Ed.M. 
thesis 60; N Bus Ed Q 30: 38 O 

A two-track program in a California school. 
Mary F. Garcia. Amer Bus Ed 17: 236-39 
My 

Wauconda community and business curricu- 
lum investigation. Robert Gass. Illinois 
State Normal University, M.S. thesis ’60 

CURTIS, Arthur B. and others 

Mathematics of accounting, 4th ed. Prentice- 

Hall. 566 p $7.95 


D 


DAILY, Victoria 
See Brown, Richard 
DAME, J. Frank 
See MacClain, Lenore Fenton 
and Albert R. Brinkman 
Guidance in business education, 
South-Western. 330 p $4 
DANIELSON, Harriet A. 
Shorthand vocabulary’s relationship to dicta- 
tion achievement. Bus Ed Forum 15: 21, 
27 F 
DANNEMAN, Jean 
Teaching machine parts is no problem. Typ 
News 31: 7 
DAUGHERTY, Dorothy 
Curriculum and methods of teaching educa- 
tion in the small high school. Sul Ross State 
College, M.A. thesis ’60 
DAUGHTREY, Anne Scott 
Upgrading the prospective business teacher. 
J Bus Ed 36: 280-82 Ap 
DAUTEN, Carl A. 
Business cycles and forecasting, 
South-Western. 518 p $6.50 
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DaVALL, George M. 
Let’s not educate square pegs for round holes. 
Bal Sheet 42: 407 My 
DAVENPORT, Bruce 
What your secretary thinks. Sec 21: 
DAVIDSON, P. S. and K. W. Tilley 

A study of the reading span of typists and its 
correlation with their ability. Education 
and Commerce 28: 8-13, Jl 59 

DAVIES, Jack 
How likable are you? Today’s Sec 64: 56S 
DAVIS, K. Elizabeth 

Typing is good therapy for the handicapped. 

Bus Ed World 41: 20, 38 Ap 
DAVIS, Luther F. 

An experimental study of spelling improve- 
ment in typewriting. University of Southern 
California, M.S. thesis 60 

DAVIS, Reed 

Economic development assures greater em- 

phasis on business education. Bal Sheet 43: 
N 


DAWSON, George G. 
Offer a sensible economics program. Bal 
Sheet 43: 100-102, 131 N 
DAY, Evelyn G. 
Success formula for your secretary. Sec 21: 
22-23 Je 
Walk worthy of your profession. Sec 21: 3, 
10 Ag 
DAY, Ralph L. 
The noncomputer decision game as a teach- 
ing device for business courses. Coll N & 
V 14: 17-19 My 
DEAY, Velma 
Teaching problems in typewriting. Bus Ed 
Newsletter 8: 9-11, 15 F 
DeBRUM, S. Joseph 
See Crabbe, Ernest H. 
DEESE, James 
See Leslie, Louis A. 
DELANEY, Arthur A. 
A functional economic geography program. 
Ed 82: 96-97 O 
A room for economic geography. Bal Sheet 
43: 156-57, 192 D 
DELTA Pi Epsilon 
Bibliography of teaching materials in business 
education. Alpha Chapter of Delta Pi Epsi- 
lon. New York University Press, Washing- 
~ ae New York 3, New York. 84 
p 
Business education index—1960. Louis C. 
Nanassy, ed. Gregg. 62 p 
Our twenty-fifth anniversary: a crossroads? 
ante M. Herndon. Delta Pi Epsilon J 4: 
A proposal for business-economic education 
for American secondary schools. Policies 
Commission for Business and Economic 
Education. United Business Education As- 
sociation and Delta Pi Epsilon, 1201 Six- 
teenth Street, N.W., Washington 6, D. C.; 
Bal Sheet 42: 360a-d Ap; Bus Ed Newslet- 
ter 8: 5-7, 10A 
A silver frontier with a golden vision. Dor- 
othy H. Veon. Delta Pi Epsilon J4: 4-10 N 
DENNY, Robert and Philip Cooper 
Expanding distributive education to compre- 


16-19 F 
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DENNY, Robert and Philip Cooper (continued) 
hensive secondary schools. Bus Ed Forum 
16: 33-340 

DePIANTA, Harold J. 

Proposed plan for a work-experience pro- 
gram for business education students at 
Windsor high school. Central Connecticut 
State College, M.S. thesis ’60 

DeROOS, Gelvin 

A typewriting motivational chart for bulle- 

tin board use. Typ News 31: 1 
DeROSIER, William J. 

An analysis of the business teacher education 
curriculum of Northern Illinois University 
based on the opinions of the graduates. 
Northern Illinois University, M.S. thesis 


DERR, James W. 

Curriculum problems in an automated age. 

Ohio Bus Tchr 21: 24-25 Ap 
DETTMANN, John A. 

Business education in Korea. 

29: 50-54, 64 Mr 
DICK, Margie Ray 

The secretary sets the pace in an office. Sec 

21: 4,30Ja 
DICKERSON, Earl S. 
Bookkeeping practice sets should not be 
graded. Bus Ed Forum 15: 31-32 Mr 
DICKERSON, Z. S., Jr. 
See Musselman, Vernon A. 
DICKEY, Robert I. 
See Walker, Lauren 
DICKINSON, John A 

Teaching letter form is easy. Bal Sheet 42: 

350, 352 Ap 
DICTATION 

Class projects: shorthand dictation. See issues 
Bus Ed Newsletter (P-H) 

A comparative vocabulary analysis of modern 
business dictation, the New York state 
transcription regents test, and the basic 
vocabulary of business letters. Sister Terese 
Miriam O’Connor. Catholic University, 
M.A. thesis 60; N Bus Ed Q 30: 39-40 O 

Dictation patterns. Goodwin Gilson. Pitman. 
30 p $.50 net 

Factors which contribute to difficulty of short- 
hand dictation materials. Mildred Hillestad. 
University of Minnesota, Ph.D. thesis ’60; 
J Bus Ed 36: 305 Ap; N Bus Ed Q 30: 
22-23 O 

Gregg text-records—treview dictation. Gregg. 
5 records, 45 rpm, each box. Theory re- 
view, $12.50 net, plus postage; Special 
forms, $12.50 net, plus postage ~ 

Gregg text-tapes—medical dictation and tran- 
scription. Kathleen Berger Root and Ed- 
ward Byers. Gregg. 10 reels. $125 net, plus 
postage 

Shorthand dictation for better English. Leon- 
ard J. Porter. Prentice-Hall. 17 p $1.25 
net prepaid 

Shorthand dictation speed tests for Gregg 
awards. See issues Bus Tchr 

Shorthand dictation studies, 3rd ed. Wallace 
B. Bowman and Mary Ellen Oliverio. 
South-Western. 674 p $3.60 

Shorthand dictation techniques. Rufus Stick- 


N Bus Ed Q 
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DICTATION (continued) 
ney and Blanche Stickney. Bus Tchg Aid 
S-5, Prentice-Hall. 2 p Free 

Shorthand vocabulary’s relationship to dicta- 
tion achievement. Harriet A. Danielson. 
Bus Ed Forum 15: 21,27 F 

A study to determine the feasibility of using 
a time-penalty scoring procedure for short- 
hand dictation and transcription tests. 
Elaine Blumhagen. Iowa State Teachers 
College, M.A. thesis ’60 

DIEKROEGER, Robert W. 

A handbook of suggested procedures for the 
departments of business education in a new 
school situation. University of Wisconsin, 
M.S. thesis 60; N Bus Ed Q 30: 160 

DILLEY, David R. 

Job hints for your students. Bus Ed World 
41: 16-17 Ja 

To help your bookkeeping students—use basic 
concepts. Bus Ed World 41: 16-17 Je 

DiLORETO, Antoinette 

Teach spelling at the typewriter. 

World 41: 22-23 My 
DIMOCK, Marshall 

Business and government, 4th ed. Holt. 511 

p $6.75 
DINSMORE, William F. 

Management? administration? supervision? 

Office Exec 36: 16-37 Ja 
DISTRIBUTIVE education 

Adult classes in distributive education. Roman 
F. Warmke. Bus Ed Forum 15: 15-16 Ja 

An adult distributive education in-service pro- 
gram. Joseph J. Grande. Bus Ed Forum 
16: 27,29 N 

Another miracle on 34th Street. Eugene J. 
Corenthal. Bus Ed Newsletter (P-H) 9: 
1-2 Spring 

Business leadership day—a practicum for high 
school students. Lawrence J. Freedman. 
CEA Y 23: 174-78 

Developing conference leaders in high school 
distributive education. Raymond J. Grand- 
field and Raymond Oczkowski. Bus Ed 
Forum 15: 34-35 Mr 

Distribution—responsibility and opportunity. 
John W. Edgerton. Amer Voc J 36: 26-28 F 

Distributive education. Eugene Corenthal and 
others. Amer Bus Ed 18: 12-14 0 

Distributive education. Warren G. Meyer, 
Roger A. Larson, and Howard C. Rosen- 
winkel. Amer Bus Ed Y 18: 257-71 

DECA (distributive education clubs of Amer- 
ica). Harry Applegate. Amer Voc J 36: 
29-31 Mr 

indian education clubs of America— 
an aid in teaching. Lyle V. Brenna. J Bus 

Ed 37: 15-160 

Distributive education for future business 

teachers. NABTE Bul 74: 30-31 

Distributive education issues. Roman F. 
Warmke. Monograph 102, South-Western. 
45 p Free 

Distributive education issues in 1959. Roman 

F. Warmke. University of Minnesota, 

Ph.D. thesis 60; J Bus Ed 36: 215 F; N 

Bus Ed Q 30: 60-61 O 

Distributive education today and tomorrow. 
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DISTRIBUTIVE education (continued) 
John A. Beaumont. Amer Voc J 36: 14-15, 
22S 
Dynamic distribution—the challenge of the 
future. Richard O. Cook. MBEA Bul 26: 
2F 


Editor’s comments. Warren G. Meyer. Bus 
Ed Forum 15: 10, 37 Ap 

Evaluative criteria for distributive education: 
instructional activities. Howard C. Rosen- 
winkel. Bus Ed Forum 15: 18-20 Ap 

Evaluative criteria for distributive education: 
instructional materials. Lucy C. Crawford. 
Bus Ed Forum 15: 20-21 Ap 

Evaluative criteria for distributive education: 
instructional staff. Kenneth M. Pfeiffer. 
Bus Ed Forum 15: 17-18 Ap 

Evaluative criteria for distributive education: 
methods of evaluation. Neal E. Vivian. Bus 
Ed Forum 15: 22-23 Ap 

Evaluative criteria for distributive education: 
nature of offerings. Robert F. Kozelka. Bus 
Ed Forum 15: 13-15 Ap 

Evaluative criteria for distributive education: 
organization. Donovan R. Armstrong and 
George Sanders. Bus Ed Forum 15: 11-13 


p 

Evaluative criteria for distributive education: 
outcomes, special characteristics, and eval- 
uation of instruction. Warren G. Meyer. 
Bus Ed Forum 15: 23-25 Ap 

Evaluative criteria for distributive education: 
physical facilities. Eugene L. Dorr. Bus Ed 
Forum 15: 15-16 Ap 

The evolving mid-management program in 
distributive education. B. Yormark. 
Amer Voc J 36: 21-22, 27 D 

Expanding distributive education to compre- 
hensive secondary schools. Robert Denny 
and Philip Cooper. Bus Ed Forum 16: 33- 
340 

The first few weeks of school for distributive 
education students. Donald C. Wilson. Bus 
Ed Forum 15: 25, 27 F 

A first for Baytown. Norris Young. Amer Voc 
J 36: 33-34 Ap 

Harness more horsepower. Harry A. Apple- 
gate. Amer Bus Ed 18: 93-96 D 

Labor force and the high school curriculum. 
O. E. Kjos. Montana Education 38: 14 S 

Lesson plans for the substitute teacher. Law- 
rence J. Freedman. H Points 43: 67-70 Je 

The multiple image of the D.E. co-ordinator. 
Patrick A. Carlo. Bus Ed World 42: 17, 
30S 

Plastics everywhere. Helen M. Moon. Bus Ed 
Newsletter (P-H) 10: 3 Fall 

A practical beginning for a program in dis- 
tributive education. Gaetano E. Dittamo. 
Bus Ed Forum 16: 26 D 

Prices among chain and independent grocery 
stores in two northern Illinois counties and 
their relation to trading stamps. Jere D. 
Chapin. Northern Illinois University, M.S. 
thesis *60 

Problems of teachers of distributive educa- 
tion. Amer Bus Ed 17: 153-55 Mr 

Product analysis pocket card. Eugene L. Dorr. 
Amer Voc J 36: 17-18 Ja 
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DISTRIBUTIVE education (continued) 

Put specificity in co-ordination. Hugh E. 
Muncy. Amer Bus Ed 18: 90-91 D 

Research study provides a challenging service 
project. George A. Chambers. Amer Voc J 
36: 24-25 O 

Selection and placement of the distributive 
education student. Robert Al Smith. Bus 
Ed Forum 15: 37 My 

Shopping center meets change or die chal- 
lenge. William L. Pinkston. Ball State CJ 
23: 12-14 N 

Showcase to the community. Wallace A. Het- 
tle. J Bus Ed 36: 331-32 My 

Sign posts for the 60’s. L. T. White. Amer 
Voc J 36: 34-37 N 

State supervision of distributive education. 
Neal E. Vivian. N Bus Ed Q 29: 12-17 My 

Students’ attitudes toward retail and sales 
occupations and factors in career selection. 
Curtis L. Swenson. University of Minne- 
sota, M.A. thesis 60; N Bus Ed Q 30: 53- 
540 


Try a door-to-door Christmas cookie cam- 
paign. Frank Cline. Bus Ed World 42: 
16-17 D 

Widen the horizon. Robert C. Pebworth. 
Amer Bus Ed 18: 92 D 

A worthwhile experiment in merchandising. 
Jeanette R. Robinson. H Points 43: 46-50 


DITTAMO, Gaetano E. 
A practical beginning for a program in dis- 
tributive education. Bus Ed Forum 16: 
26 D 


DODD, J. Harvey, John W. Kennedy, and Arthur 
R. Olsen 
Toward better economic education. Mono- 
graph 104, South-Western. 14 p Free 
and Thomas J. Hailstones 
Economics: principles and applications, 4th 
ed. South-Western. 818 p $6.75 
DONALDSON, Elvin F. and John K. Pfahl 
Personal finance, 3rd ed. Ronald. 720 p $7.50 
DONNELLY, Grace B. 
A business program emphasizing preparation 
for the job. Amer Bus Ed 17: 247-48, 251 





My 
The need for leadership and supervision in 
business education. Bus Ed Observer 32: 
6-7, 23 My 
DORR, Eugene L. 
Evaluative criteria for distributive education: 
“wy facilities. Bus Ed Forum 15: 15- 
1 
Product analysis pocket card. Amer Voc J 
36: 17-18 Ja 
DOTSON, Verner L. 
Wanted: a highly successful 
writer. J Bus Ed 36: 276-77 Ap 
DOUGLAS, Lloyd V. 
Today’s educational tragedy. Bal Sheet 42: 
389-91 My 
DRAINE, Edwin H. 
Economic geography’s contribution to the 
oo curriculum. Coll N & V 14: 23- 


e 
DROEGE, R. C. and B. M. Hill 
Comparison of performance on manual and 


professional 
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DROEGE, R. C. and B. M. Hill (continued) 
electric typewriters. J Ap Psychol 45: 268- 
70A 


u 
DRY, Samuel W. 

A study to determine the relative effectiveness 
of three teaching methods for a beginning 
course in business law at the college level. 
University of Kentucky, Ed.D. thesis °60; 
J Bus Ed 37: 28-29 O 

DUBLANKO, Tofen 

A follow-up study of the Victoria composite 
high school, Edmonton, Alberta, business 
education graduates for the years 1956, 
1957, and 1958. University of North Da- 
kota, M.S. thesis 60; N Bus Ed Q 30: 16- 
170 

DUCHAN, Simon A. 

How business subjects affect eligibility for 
admission to college. CEA Y 23: 24-65 

Salary trends in office occupations in the city 
of New York. CEA Y 23: 186-92 

See also Scheingold, Helen 

DuFRAIN, Viola 

Some things to say and reiterate in your 
shorthand classes. Bus Ed Forum 15: 29, 
37 Ap 

DUNN, B. G. 

Office machines in high school. Bal Sheet 42: 

208-10 Ja 
DUPLICATING 

Duplicating processes and equipment. Mary 
D. Lyons. Office Mgt 22: 60-77 Ap 

Reproduction methods for small runs. War- 
ren W. Wood. Office Exec 36: 30-33 Ap 

Students enjoy learning when they play 
SWAP. Ruthetta Krause. Bus Ed World 
42: 26-27 N 

Tips On mimeographing. Mrs. Richard J. 
Grace. Sec 21: 12-13, 21 Jl 

DURHAM, Gwendolyn 

Office problems met by business education 
graduates of Bonne Terre high school. 
George Peabody College for Teachers, 
Ed.M. thesis 60 

DURHAM, Winferd 

Relation of bookkeeping instructions to the 
duties performed by bookkeepers. Bal Sheet 
43: 105-106, 144 N 

The relationships between bookkeeping in- 
struction in the classroom and the duties 
performed by the bookkeeper. George Pea- 
body College for Teachers, Ed.M. thesis ’60 

DYKSTRA, Charles T. 

An evaluation of the accounting program of 
Northern Illinois university. Northern IIli- 
nois University, M.S. thesis 60 


E 


EASTERN business teachers association 

EBTA rejects unification. Paul S. Lomax. J 
Bus Ed 36: 320-21 My 

Informal research by the classroom teacher. 
American Business Education Yearbook, 
Vol. XVIII, 1961. Earl A. Dvorak, ed. 
Joint Publication Commission of the East- 
ern Business Teachers Association and the 
National Business Teachers Association. 
New York University Bookstore, 18 Wash- 
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EASTERN business teachers association (con- 
tinued ) 

ington Place, New York 3, New York. 
276 p $5 


ECKERT, Sidney W. 

A comparison of intelligence and reading 
ability with speed and accuracy in type- 
writing. University of Minnesota, M.A. 
thesis 60; N Bus Ed Q 30: 170 

ECONOMICS 

American economic history. Seymour E. 
Harris. McGraw-Hill. 560 p $7.95 

Breakthrough in economic education? G. 
Jones. Nat Assn Sec Sch Prin Bul 45: 192- 
94 Ap 

Business and economic education for the 
academically talented student. Milton C. 
Olson and Eugene L. Swearingen. National 
Education Association and United Busi- 
ness Education Association, 1201 Sixteenth 
Street, N.W., Washington 6, D. C. 80 p $1 

Business cycles and forecasting, 2nd ed. Carl 
A. Dauten. South-Western. 518 p $6.50 

Business-economic understandings. Future 
Bus Leader 15: 10-11 Spring 

Cooperative leadership in economic educa- 
tion—responsibility of all. Paul S. Lomax. 
J Bus Ed 36: 146-47 Ja 

Current economic problems, 3rd ed. Henry 
W. Spiegel. Irwin. 704 p $7.95 

Economic education. George L. Fersh. Edu- 
cational Leadership 18: 502-505 My 

Economic education—a challenge to business 
educators. John C. Gilliam. Bal Sheet 43: 
151-53, 188 D 

Economic education in the Soviet Union. 
Agnes Lebeda. N Bus Ed Q 29: 47-49 Mr 

Economic issues of the 1960’s. Alvin H. 
Hansen. McGraw-Hill. 244 p $7.50 

Economics. Dean R. Malsbary. Amer Bus 
Ed Y 18: 207-28 

Economics, Sth ed. Paul 
McGraw-Hill. 853 p $7.50 

Economics, rev. ed. John A. Guthrie. Irwin. 
685 p $7 

Economics in business law—why not? James 
L. Nicholas. Bal Sheet 43: 111, 140 N 

Economics: principles and applications, 4th 
ed. J. H. Dodd and Thomas J. Hailstones. 
South-Western. 818 p $6.75 

The European market: where does America 
stand. William N. Clark. Ball State CJ 32: 
3-5, 13 My 

The F. T. C. and you—partners in protecting 
the public. Earl W. Kintner. Bus Sch Exec 
Digest 2: 5-8, 26 D-Ja 

Fundamentals of economics. Ruby Turner 
Morris. Ronald. 878 p $7 

The gold crisis. Angel M. Quintero Ramos. 
Cath Bus Ed R 12: 30-36 Je 

How to raise economic literacy. Harold F. 
Clark. Overview 2: 14 Je 

Importance of economic education is stressed. 
Allan E. Barron. MBEA News Bul 26: 
3-4 My 

Is economics essential? Richard Brown and 
Victoria Daily. Bal Sheet 43: 162-63 D 

Issues in the teaching of collegiate elementary 
economics. Edwin L. Carey. Indiana Uni- 


A. Samuelson. 
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ECONOMICS (continued) 
versity, D.B.A. thesis 60; J Bus Ed 36: 
215 F; N Bus Ed Q 30: 140 
Let’s start teaching economics. Richard S. 
Perry. Bus Ed Forum 16: 19-21, 28 D 
Offer a sensible economics program. George 
G. Dawson. Bal Sheet 43: 100-102, 131 


A proposal for business-economic education 
for American secondary schools. Policies 
Commission for Business and Economic 
Education. United Business Education 
Association and Delta Pi Epsilon, 1201 
Sixteenth Street, N.W., Washington 6, 
D. C.; Bal Sheet 42: 360a-d Ap; Bus Ed 
Newsletter 8: 5-7, 1O A 

A study of certain economic understandings 
of high school seniors and teachers in 
selected schools of New Jersey. Joseph 
Green. Alpha Chapter, Delta Pi Epsilon, 
New York University, Washington Square, 
New York 3, New York. 34 p 

The teacher know-how of economic under- 
standings. Bernadine Meyer. Amer Bus Ed 
18: 104-106 D 

The teacher know-why of economic under- 
standings. F. Kendrick Bangs. Amer Bus 
Ed 18: 100-104 D 

Teaching of economics is a critical need. 
Mary Ellen McGeehan. Bal Sheet 42: 200- 
201, 230 Ja 

This we believe about economic education. 
Education Department of National Associ- 
ation of Manufacturers, 2 East 48 Street, 
New York 17, New York. 11 p 

Three challenges to our foreign economic 
policy. Herbert V. Prochnow. Amer Bus 
Ed 18: 39-48, 56 O 

Toward better economic education. J. Harvey 
Dodd, John W. Kennedy, and Arthur R. 
O Fre Monograph 104, South-Western. 14 

ree 

The United States and Russia—they are dif- 
ferent. Mary Ellen Oliverio. Bal Sheet 42: 
221 Ja 

What high school graduates should know 
about the American economy. R. Pierce 
Lumpkin. VBE Bul 16: 3-4 D 

EDGERTON, John W. 

Distribution—responsibility and opportunity. 

Amer Voc J 36: 26-28 F 
EDMONDSON, James H. 

Brief notes on business and economic educa- 

tion. See issues Amer Bus Ed 
ELENKO, I. William 

A dynamic approach to general business. J 

Bus Ed 36: 328-30 My 
ELLENBOGEN, Abraham 

Employment proficiency tests for high school 

seniors. CEA Y 23: 66-69 
EMPLOYMENT 

And so to work. Hamden L. Forkner. Future 
Bus Leader 15: 3 Summer 

The bottomless pit—we can’t fill the urgent 
needs for competent business workers. Irol 
W. Balsley. Bal Sheet 42: 359 Ap 

A businessman comments on looking in—an 
employment technique. Robert W. Lufkin. 
Amer Bus Ed 17: 186-88, 192 Mr 
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EMPLOYMENT (continued) 

Commercial employment at Remington 
Rand. D. P. Jeffer. CEA Y 23: 80-85 

A comparative study of personnel policies 
and the rates of employee turnover in 
eight selected department stores. James R. 
Pringle. Kansas State Teachers College, 
M.S. thesis ’60 

Data processing equipment, related office 
machines, and trends in office employment. 
M. Adele Frisbie. New York University, 
Ph.D. thesis 60; J Bus Ed 36: 346-47 My; 
N Bus Ed Q 30: 18-19 O 

Employment by merit alone. Garda W. Bow- 
man. Office Exec 36: 14-15, 37 My 

Employment practices at the Chase Man- 
hattan bank. Albert H. Barlow. CEA Y 
23: 86-105 

Employment problems in a changing econ- 
omy. Sanford Cohen. Amer Bus Ed 18: 
97-99, 108 D 

Employment proficiency tests for high school 
seniors. Abraham Ellenbogen. CEA Y 23: 
66-69 


Here’s how to go after that job you want! 
Arthur R. Pell. Admin Mgt 22: 14-18 
N 


Job hints for your students. David R. Dilley. 
Bus Ed World 41: 16-17 Ja 

Open sesame? Today’s Sec 63: 28-29, 54 F 

The opening door—a special report on the 
mature worker. Elmer Winter and others. 
Today’s Sec 64: 13-16,50D | 

The personnel paradox: people seek jobs 
while jobs seek people. Robert M. Smith. 
Office Mgt 22: 13-17 Ap 

Role-playing prepares students for job inter- 
views. Walter L. Blackledge and Ethel 
ye! Blackledge. Bus Ed World 42: 22-23, 

0 


Standards of employment for high school 
graduates. John D. Foster and F. M. 
Lopez, Jr. CEA Y 23: 70-79 

Standards of recruitment for office em- 
ployees. Charles G. Nix. Bus Ed Forum 
15: 14-15 My 

A study of the employment practices used in 
the selection of secretarial-stenographers 
in Milwaukee, Wisconsin. Robert W. 
Smocke. University of Wisconsin, M.S. 
thesis "60; N Bus Ed Q 30: 50-51 O 

A study of the types of written tests given 
secretarial, stenographic, and clerical ap- 
plicants in the Joplin, Missouri, area. 
Winona L. Crampton. Kansas State Col- 
lege of Pittsburg, M.S. thesis ’60 

Teach job procurement. Norman Stephan. 
Bal Sheet 43: 48 S 

Trends in clerical employment. Helen Wood. 
Bus Ed World 42: 18-21 N 

What industry expects from the new em- 
ployee. William Jolly. Bus Ed Forum 15: 
36 Mr 

What the small-business employer expects of 
the new employee. B. W. Stehr. Bus Ed 
Forum 1'5: 35-36 Ap 

Where will your graduates work? F. E. 
Hartzler and James Bikkie. Bal Sheet 42: 
301, 336 Mr 








24 


EMPLOYMENT (continued) 
Why should I consider your letter of appli- 
cation? Ruth Unrau. Bus Ed World 41: 
21, 31 Je 
ENGEN, Orrin A. 
Write your own practice sets. Bus Ed World 
42: 7S 
ENSTROM, E. A. 
On the teaching of handwriting. Ed 81: 306- 
309 Ja 
ENTERLINE, Herman G. 
Building the business curriculum. Amer Voc 
J 36: 28-31 My 
The business curriculum. Amer Bus Ed 17: 
198-202, 215 My 
The significance of high school business edu- 
cation. Bus Ed Observer 32: 3-5, 20 F 
See also Crabbe, Ernest H. 
EQUIPMENT and supplies 
Adding, calculating, bookkeeping, and ac- 
counting machines. Office Mgt 22: 58-62 
Ja 
Business classroom equipment guide. Bus Ed 
World 41: 9-42 Mr 
Business forms. Office Mgt 22: 119 Ja 
Catalog of business classroom equipment. 
Raymond Hamilton. Bus Ed World 41: 
16-42 Mr 
Catalogs, booklets, brochures: office machines, 
office furniture and other equipment, office 
supplies and services, miscellaneous. Office 
Mgt 22: 127-33 Ja 
Communications equipment. Office Mgt 22: 
68-74 Ja 
Copying and duplicating equipment. Office 
Mgt 22: 78-87 Ja 
Copying processes and equipment. Mary D. 
Lyons. Office Mgt 22: 72-95 Mr 
Dictating and transcribing equipment. Office 
Mgt 22: 75-77 Ja 
Dilemma over desks. Today’s Sec 64: 24-26 
S 


An extra pair of hands 
Today’s Sec 64: 24-25, 57 

Filing equipment and office safes. Office Mgt 
22: 87-95 Ja 

Hints for saving time and money. Charles V. 
Mathis. Bus Ed World 41: 6 Mr ’ 

How Detroit schools handle typewriter re- 
pairs. Leslie J. Whale. Bus Ed World 41: 
14-15 Mr 

Integrated data processing equipment. Office 
Met 22: 95-108 Ja 

Let’s go after the equipment we need. Mearl 
R. Guthrie. Bus Ed World 41: 10-13 Mr 

“oo equipment. Office Mgt 22: 62-68 
a 


(copyholders). 
N 


Mail room equipment: addressing, collating, 
folding, inserting, postage, and related 
equipment. John M. Sine. Admin Mgt 22: 
64-82 Je 

Microfilm. Office Mgt 22: 114-18 Ja 

Microfilm: a vital link in office procedures. 
Lawrence Victor. Admin Mgt 22: 32-47 


Ag 
Modern planning in a Long Island high 
ery John Brophy. Bus Ed World 41: 
: a 


Plans and specifications for a business edu- 
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EQUIPMENT and supplies (continued) 
cation department. William Selden. Systems 
for Ed 8: 8-9 N-D 
Product points. See issues Today’s Sec 
Products in brief. See issues Office Exec 
Tools of the office. Office Mgt 22: 57-119 Ja 
Tools of the office: internal communications 
1961. Lawrence Victor. Admin Mgt 22: 
43-60 Jl 
Typewriters. Office Mgt 22: 108-12Ja 
Typewriters, carbon paper, and typewriter 
ribbons. John M. Sine. Admin Mgt 22: 
73-95 My 
Up-dating business equipment in a Massa- 
chusetts school. Andrew W. Steinhope. 
Amer Bus Ed 17: 254-55 My 
ERICKSON, Gene 
Some evaluative criteria for a high school 
business education program. Mankato 
State College, M.A. thesis 60; N Bus Ed 
Q 30: 180 
ERICKSON, Lawrence W. 
Contributing to quality work through type- 
writing. Amer Bus Ed 18: 75-83 D 
Selected bases for outstanding secretarial and 
clerical programs. Ball State CJ 32: 4-6, 
IS F 
ETHICS 
Business ethics, 2nd ed. Herbert Johnston. 
Pitman. 320 p $5.50 
Ethics for professional secretaries. Louis J. 
Hiegel. Sec 21: 4,260 
Ethics in the classroom. Cath Bus Ed R 12: 


EVALUATION 

Techniques for evaluating and _ grading. 
Leonard J. Porter. Bus Ed Newsletter 
(P-H) 9: 4 Spring 

EVERHART, Edgar S. 

How can the high school best serve the per- 
sonnel needs of the business community? 
VBE Bul 16: 3 O 

EXTRACURRICULAR activities 

The business club in the secondary school— 
its organization role and activity. Lois 
Plowman. University of Southern Cali- 
fornia, M.S. thesis ’60 

Co-op club serves as educational vehicle. 
John C. Bricknor. MBEA Bul 26: 10 F 

Developing leadership. Leonard J. Porter. 
Bus Tchg Aid X-4, Prentice-Hall. 2 p Free 

DECA (distributive education clubs of Amer- 
ica). Harry Applegate. Amer Voc J 36: 
29-31 Mr 

Distributive education clubs of America—an 
aid in teaching. Lyle V. Brenna. J Bus Ed 
37: 15-16 O 

Extracurricular activities. Helen H. Green. 
Amer Bus Ed Y 18: 101-22 

Parliamentary procedure. See issues Future 
Bus Leader 

A study of a selected group of high schools 
in the states of Kansas, Missouri, and 
Oklahoma to determine the status of school 
publications with implications for improv- 
ing the publications of Douglass high 
school. Robert Harrison. Kansas State 
College of Pittsburg, M.S. thesis ’60; N 
Bus Ed Q 30: 220 


is 
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EXTRACURRICULAR activities (continued) 

A study of extra-class duties of secondary 
public school business education teachers 
in Minnesota. Arthur P. Venne. Mankato 
State College, M.S. thesis 60; N Bus Ed 
Q 30: 580 

A typing-stenographic pool for business 
clubs. Larry R. Fiber. Bal Sheet 43: 114, 
142 N 

EYSTER, Elvin 

Business education in transition. VBE Bul 
15: 6-7 Ja; CBEA Bul 19: 3-4,6 O 

Business education in transition: new direc- 
tions. J Bus Ed 36: 232-33 Mr 

Vocational education for the academically 
talented. J Bus Ed 37: 46-47 N 

See also Wilson, W. Harmon 


F 
FAHEY, Muriel T. 

A compilation of typewriting teaching de- 
vices taken from _ periodicals published 
from 1955 through 1959. Boston Univer- 
sity, Ed.M. thesis 60 

FARINO, Thomas 

Novel experiment at J. H. S.—a success! Bus 

Ed Observer 32: 20-23 My 
FAST learners 

Are you attracting bright students? Doris M. 
Thomas. Bal Sheet 42: 398-99, 415 My 

Business and economic education for the 
academically talented student. Milton C. 
Olson and Eugene L. Swearingen. National 
Education Association and United Busi- 
ness Education Association, 1201 Sixteenth 
Street, N.W., Washington 6, D. C. 80 p $1 

The double diploma for academically bright 
students as an aid to preparation for col- 
lege and the business world. Julia P. 
Moroz. CEA Y 23: 18-23 

The school’s role in preparing the gifted 
child. E. H. Behrmann. Cath Bus Ed R 
12: 33-39 F 

Vocational education for the academically 
a Elvin S. Eyster. J Bus Ed 37: 46- 


47 
FEDORCZYK, Viola S. 
Now—teach typewriting to the individual. J 
Bus Ed 37: 50-53 N 
Providing for individual differences in short- 
hand from the beginning. Bus Ed Forum 
15: 31, 38 My 
FELTER, Emma K. 
See Stewart, Jeffrey R., Jr. 
FERI, Otto W. and Ebba J. Coneagh 
Commercial subjects in rehabilitation. Amer 
Voc J 36: 26-27S 
FERSH, George L. 
Economic education. Educational Leadership 
18: 502-505 My 
FIBER, Larry R. 
A typing-stenographic pool for business clubs. 
Bal Sheet 43: 114, 142 N 
FILING 
Ask the experts. N. Mae Sawyer. See issues 
Today’s Sec 
The businessman comments on the new job, 
records coordinator. Bertha M. Weeks. 
Amer Bus Ed 18: 120-24, 127 D 
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FILING (continued) 

The files with the instant everything. Jeffrey 
R. Stewart, Jr. Today’s Sec 63: 14-15, 46 
My; 16-17, 49 Je 

Filing awards tests. See issues Bus Tchr 

Filing equipment and office safes. Office Mgt 
22: 87-95 Ja 

Filing in today’s office. Leonard J. Porter. 
Bus Tchg Aid K-1, Prentice-Hall. 4 p Free 

Filing practices for clerical workers. Mildred 
E. Reed. Bus Ed Forum 15: 9-13 F 

Microfilm. Office Mgt 22: 114-18 Ja 

Microfilm: a vital link in office procedures. 
Lawrence Victor. Admin Mgt 22: 32-47 Ag 

Progressive filing, 7th ed. Gilbert Kahn, 
Theodore Yerian, and Jeffrey Stewart. 
Gregg. 192 p $3.36 

Records administration. Charles E. Ginder. 
Office Exec 36: 12-15 Mr 

Records retention. Robert J. Healey. Office 
Exec 36: 26-29, 32 D 

Records retention programming. Bohdan fl 
Kazymra. Office Exec 36: 26-29 Mr 

The right approach to records control. Robert 
L. Caleo. Admin Mgt 22: 13-15 O 

The truth about filing. Leonard J. Porter. 
Bus Ed Newsletter (P-H) 10: 4 Fall 

FINCH, Alton V 

The time-honored objectives in the business 

report writing course. ABWA Bul 25: 10- 


14 Mr 
FINN, Sister Isabelle Marie 
A privilege and a responsibility. Kansas Bus 
Tchr 15: 3-40 
FINNELLY, Edward 
Status of business education in the Catholic 
high schools of the San Francisco bay 
area. San Francisco State College, M.A. 
thesis 60 
FISHER, Mrs. Mary K. 


When stepping out of office ... keep in 
step. Sec 21: 20-21 Jl 
FISK, McKee 


A time of urgency. CBEA Bul 18: 1, 8 Mr 
FITCH, Stanley K. 
Examining the merits of connectionism for 
as J Bus Ed 36: 236-38 Mr; 285- 


p 
FITZGERALD, Sister Mary Michael 
A survey of the opinion of businessmen 
concerning beginning office workers, with 
implications for the business education 
program at St. John Nepomucene com- 
mercial school, Bridgeport, Connecticut. 
Boston University, Ed.M. thesis ’60- 
FLANAGAN, John C. and others 
Predicting success in typing and keyboard 
operation. Personnel & Guidance Journal 
37: 353-57 Ja ’59 
FLOWERS, Helen L. 
Pretranscription instruction. Bus Ed Forum 
FOLEY, Anne 
Diplomatically speaking. Today’s Sec 64: 22- 
23, 32Q 


FOLLOW-UP studies 
A follow-up of medical assisting graduates 
of the New York city community college 
with implications for change. A. Frances 
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FOLLOW-UP studies (continued) 

Casey. Columbia University, Ed.D. thesis 
60 

A follow-up of students in Knoxville city 
schools evening post-high school office 
training program. Ann K. Warren. Univer- 
sity of Tennessee, M.S. thesis 60 

A follow-up of the business department 
graduates of Sacred Heart central high 
school, Indianapolis, Indiana, 1952-1956. 
Sister Noreen Joseph Powers. Catholic 
University, M.A. thesis 60 

A follow-up of the 1955 business graduates 
of Palm Beach high school, West Palm 
Beach, Florida. Rosanne M. Kalil. Florida 
State University, M.S. thesis ’60 

A follow-up study and job analysis of a 
selected group of graduates of the class 
of 1955 of the West Philadelphia Catholic 
girls’ high school. Sister M. Wilhelm 
Kemper. Catholic University, M.A. thesis 
60 

A follow-up study of Bemidji, Minnesota, 
high school graduates 1947-1954. Ells- 
worth M. Outwin. University of Minne- 
a M.A. thesis 60; N Bus Ed Q 30: 40- 
41 

A follow-up study of business graduates of 
James Marshall high school, West Sacra- 
mento, California. Thomas J. Wakely. San 
Francisco State College, M.A. thesis °60 

A follow-up study of graduates of Armijo 
joint union high school. Robert E. Waters. 
Sacramento State College, M.A. thesis *60 

A follow-up study of 1953-57 business edu- 
cation graduates of Stella high school, 
Stella, Missouri. Idella Hankins. Kansas 
State College of Pittsburg, M.S. thesis ’60 

A follow-up study of the business graduates 
of Plano community high school. Alice 
Ann Hansen. Northern Illinois University, 
M.S. thesis 60 

A follow-up study of the graduates of Lodi 
high school for the years 1954, 1955, and 
1956. Raymond G. Nelson. University of 
Wisconsin, M.S. thesis 60; N Bus Ed Q 
30: 370 

A follow-up study of the graduates of the 
St. Clair (Michigan) high school. Lois W. 
Snyder. University of Michigan, M.S. the- 
sis "60 

A follow-up study of the 1958 and 1959 
graduates of Whitehall Yearling high 
school (Ohio) with recommendations for 
improving the business education curricu- 
lum. Kenneth W. Harris. Ohio State Uni- 
versity, M.A. thesis ’60 

A follow-up study of the 1958 graduates of 
Morningside high school. Marcia Bjork- 
man. University of Southern California, 
M.S. thesis 60 

A follow-up study of the 1954-1958 St. Mary 
high school business graduates to deter- 
mine the effectiveness of their training, 
with implications for curriculum revision. 
Sister Loretta Sexton. Boston University, 
Ed.M. thesis ’60 

A follow-up study of the 1952 and 1953 
graduates of Dillard junior-senior high 
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FOLLOW-UP studies (continued) 
school, Fort Lauderdale, Florida, and an 
occupational survey of the Negro business 
community for the purpose of proposing a 
business education curriculum for the Dil- 
lard junior-senior high school. Alzora R. 
Simmons. University of Wisconsin, M.S. 
thesis 60; N Bus Ed Q 30: 49-50 O 
A follow-up study of the students who com- 
pleted the office machines course at the 
university of Tennessee. James H. Jackson. 
University of Tennessee, M.S. thesis *60 
A follow-up study of the Victoria composite 
high school, Edmonton, Alberta, business 
education graduates for the years 1956, 
1957, and 1958. Tofen Dublanko. Univer- 
sity of North Dakota, M.S. thesis *60; N 
Bus Ed Q 30: 16-17 O 
A follow-up study to survey the 1957-58 
graduates of the Katharine Gibbs school 
to determine the effectiveness of the course 
in secretarial procedures. Helen Katzen. 
Boston University, Ed.M. thesis °60; N 
Bus Ed Q 30: 28 O 
FORKNER, Hamden L. 
And so to work. Future Bus Leader 15: 3 
Summer 
How good are your skills? Future 
Leader 15: 3 Spring 
FORSELL, Einar 
The education of apprentices in Sweden. 
Inter Rev for Bus Ed 33: 56-58 O 
FOSTER, John D. and F. M. Lopez, Jr. 
Standards of employment for high school 
graduates. CEA Y 23: 70-79 
FOWLER, Gertrude K. 
Your job becomes work or pleasure. Kansas 
Bus Tchr 15: 10, 14D 
FRASER, Gordon 
A statistical study of the relationship be- 
tween business machines scores and meas- 
ures of student ability. University of 
Southern California, M.S. thesis °60 
FREAD, Kenneth 
An electronic introduction to the typewriter 
keyboard. Bal Sheet 43: 36-37 S 
FREEDMAN, Lawrence J. 
Business leadership day—a practicum for 
high school students. CEA Y 23: 174-78 
Lesson plans for the substitute teacher. H 
Points 43: 67-70 Je 
FREEMAN, M. Herbert 
Business education for college prep students. 
J Bus Ed 36: 157-58 Ja 
How to improve instruction of bookkeeping. 
VBE Bul 16: 5-6 O 
What is the true story about bookkeeping? 
Bus Ed Observer 32: 4-5, 10 My 
What we say we should do in training 
teachers. Amer Bus Ed 18: 107-108 D 
See also Hanna, J. M. 
and J. M. Hanna 
Bookkeeping 1 data guide plastic summary. 
+ Inc., Flushing 55, New York. 
7 
FRENCH, Dale 
Insurance policies from the consumer point 
of view. New Mexico Western College, 
M.A. thesis 
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FRENCH, Marilyn 
The hostess with the mostest. Today’s Sec 
64: 22-23, 59 N; 18-19, 50 D 
The road to secretarial authority. Today’s 
Sec 63: 24-25, 59 Ap 
Using your head to get ahead. Today’s Sec 
63: 18-19, 49 My 
A willingness to grow. Today’s Sec 63: 14- 
15, 48 Je 
FREY, Albert W. 
Advertising, 3rd ed. Ronald. 600 p $7.50 
FRIEDMAN, Lee 
Photography terms in Gregg shorthand. To- 
day’s Sec 63: 37-38 Je 
FRIES, Albert C. 
The over-all business curriculum. Amer Bus 
Ed Y 18: 45-52 
FRINK, Inez 
Implications of research in shorthand and 
transcription. N Bus Ed Q 29: 13-17 Mr 
Shorthand and transcription: some research 
findings and observations. Bus Ed Forum 
16: 13-150 
FRISBIE, M. Adele 
Data processing equipment, related office 
machines, and trends in office employ- 
ment. New York University, Ph.D. thesis 
60; J Bus Ed 36: 346-47 My; N Bus Ed 
Q 30: 18-19 O 
FRISCH, Vern A. and Joan Sivinski 
a office typewriting, 2nd ed. Gregg. 


FROHNAPFEL, Sister Agnes Imelda 
A study of business education in the Catholic 
secondary schools in the diocese of Colum- 
bus, Ohio, 1959-1960. Catholic University, 
M.A. thesis ’60 
FROSCH, Adrienne 
Business education around the world. N Bus 
Ed Q 29: 45 Mr 
Business education in Lafayette high school. 
Inter Rev for Bus Ed 33: 61-62 O 
FROST, Dona Fay 
A study of occupational and social adjust- 
ments of beginning business education 
teachers in the state of Illinois. University 
of North Dakota, M.S. thesis °60; N Bus 
Ed Q 30: 19-200 
FUSTON, Elise White 
A program emphasizing cooperative training. 
Amer Bus Ed 17: 240-43 My 
FUTURE business leaders of America 
Award-winning chapter 384 reports. Bus Ed 
Forum 15: 41 Mr 
College division adds future business teacher 
events. Bus Ed Forum 16: 33 D 
An experience in business procedures. Future 
Bus Leader 15: 6-7 Summer 
First place in FBLA public speaking. Rose- 
mary Meade. Bus Ed Forum 16: 41 
N 


Focus on the convention. Future Bus Leader 
15: 4-5 Fall 

FBLA at the state level. Bus Ed Forum 15: 
43 My 

FBLA dress right week. Bus Ed Forum 15: 
40-42 F 


FBLA forum. See issues Bus Ed Forum 
The FBLA is on the march in New Jersey. 
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FUTURE business leaders of America (continued) 
Louis C. Nanassy. Bus Ed Observer 32: 
15-16 F 

FBLA moves forward in Virginia. VBE Bul 
15: 10 Ja 

FBLAers in first place. Bus Ed Forum 16: 
45-46 O 

Preview the need for an FBLA chapter. 
Ardis F. Sheridan. Bal Sheet 43: 154-55 D 

Put life into your business education pro- 
gram. Dorothy Workman. Ohio Bus Tchr 
21: 38-39 Ap 

Service, education, and progress. Bus Ed 
Forum 15: 43-44 Ap 

What does an FBLA chapter do? Future Bus 
Leader 15: 8-9 Fall 

What FBLA contributes to the departmental 
program. Virginia Atkinson. VBE Bul 16: 
7-8 D 

FUTURE secretaries association 

Future secretaries association. Sec 21: 14 

Ap; 5, 8 Jl 


G 


GAA, Charles J. 

Uniformity in accounting principles. J Accy 

111: 47-51 Ap 
GADES, Robert E. 

Problems of the bookkeeping teacher. Sul 

Ross State College, M.A. thesis ’60 
GANSLOSER, Charles J. 

The rotating bank account. J Bus Ed 36: 

289-90 Ap 
GARCIA, Mary F. 

A two-track program in a California school. 

Amer Bus Ed 17: 236-39 My 
GARMAN, Clair M. 

Backline vertical centering. Bal Sheet 42: 

206-207 Ja 
GARRISON, Lloyd L. 

How professional are you? Bus Ed Forum 

15: 16-17 My 
GASKINS, Lloyd E. 

A study of the turnover of business educa- 
tion teachers in the secondary schools of 
Virginia for the school year 1953-54. Vir- 
ginia Polytechnic Institute, M.S. thesis ’60 

bie ee aids for shorthand. VBE Bul 16: 


GASS, Robert 
Wauconda community and business curricu- 
lum investigation. Illinois State Normal 
University, M.S. thesis ’60 
GAVIN, Ruth E. and E. Lillian Hutchinson 
Reference manual for stenographers and 
typists, 3rd ed. Gregg. 192 p $1.88 
GAW, Walter A. 
Advertising: methods and media. Wadsworth. 
472 p $7.95 
GEOGRAPHY, economic 
Economic geography’s contribution to the 
business curriculum. Edwin H. Draine. 
Coll N & V 14: 23-25 Je 
A functional economic geography program. 
Arthur A. Delaney. Ed 82: 96-97 O 
How’s your geography? Sec 21: 15 F 
A room for economic geography. Arthur A. 
Delaney. Bal Sheet 43: 156-57, 192 D 
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GEOGRAPHY, economic (continued) 

World geography, 6th ed. Norman J. G. 
Pounds and Edward L. Cooper. South- 
Western. 600 p $4.80 

GERFEN, Richard C. 

The status of business writing in American 
schools of business—an historical perspec- 
tive. ABWA Bul 25: 3-6 Mr 

GIBBONS, Helen E. 

A study of the factors that influence the 
excellence of supervising teachers. Indiana 
University, Ed.D. thesis °60; J Bus Ed 36: 
305 Ap; N Bus Ed Q 30: 20-21 O 

GIDEON, Francis 

The impact of data-processing techniques 
and the information systems concept. Bus 
Ed World 42: 14-17 N 

GIESELMAN, Robert D. and Wade H. Hall 

Values in literature for business students. 

ABWA Bul 26: 23-25 D 
GILBERTSON, Wayne L. 

A comparison of the scholastic achievements 
of the athlete and non-athlete in Newark, 
Illinois, high school. Northern Illinois Uni- 
versity, M.S. thesis ’60 

GILLERS, Max J. 

The bookkeeper and the machine. CEA Y 23: 

148-54 
GILLIAM, John C. 

Economic education—a challenge to business 
educators. Bal Sheet 43: 151-53, 188 D 

New requirements in office clerical education 
... data processing—Part 2. Bus Ed 
Forum 15: 33, 36 Ap 

GILSON, Goodwin 
Dictation patterns. Pitman. 30 p $.50 net 
GINDER, Charles E. 

Factor of sex in office employment. Office 
Exec 36: 10-13 F 

= om practices. Office Exec 36: 10-13, 

—— administration. Office Exec 36: 12- 

r 

Unionization in the office. Office Exec 36: 

11-14 Ja 
GIROUX, Sister Mary Marguerite 

A survey of the use of office machines with 
implications for the establishment of an 
office machines course at Mercy high 
school, Milwaukee, Wisconsin. Northern 
Illinois University, M.S. thesis ’59 

GLEASON, Sister Jean Michael 

The eastern unit of the Catholic business 
education association: its history, objec- 
tives, and contributions. Catholic Univer- 
sity, M.A. thesis ’60 

GOLDSMITH, Samuel 

Our democratic philosophy—educational 

equality. Bal Sheet 42: 416 My 
GOODMAN, Calvin J. 

Education for business 

Office Exec 36: 18-20 My 
GOODMAN, Kennard E. 
a business law, 2nd ed. Pitman. 526 p 


$3. 
GOTTLIEB, Irving T. 
You can solve persistent problems with a 


business exploratory course. Bus Ed World 
41: 24-25, 35 My 


data processing. 
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GOULD, Charlotte D. 

A proposed manual of style for thesis writing 
in business at Northern Illinois university. 
Northern Illinois University, M.S. thesis 
"59 

GOWEN, Agnes 

Adiuting the clerical curriculum to the low- 
ability student. Bus Ed Forum 16: 25 
N 


GRACE, Mrs. Richard J. 
Tips on mimeographing. Sec 21: 
Jl 


GRAFF, Doris M. 
Worthy of reference. See issues Office Exec 
GRAHAM, Alvin D. 
Teach them to find their own mistakes. Bal 
Sheet 42: 246, 269 F 
GRANDE, Joseph J. 
An adult distributive education in-service 
program. Bus Ed Forum 16: 27, 29 N 
GRANDFIELD, Raymond J. and 
Raymond Oczkowski 
Developing conference leaders in high school 
distributive education. Bus Ed Forum 15: 
34-35 Mr 
GRECO, Eileen M. 
Attitudes and aptitudes. Sec 21: 6-7, 31 Je 
GREEN, Helen H. 
Extracurricular activities. Amer Bus Ed Y 
18: 101-22 
Just between us. See issues Bus Ed World 
Policies in determining credit allocation for 
secretarial science courses on the collegiate 
level. N Bus Ed Q 30: 44-54 D 
GREEN, Joseph 
A study of certain economic understandings 
and impressions of high school seniors 
and teachers in selected schools in New 
Jersey. New York University, Ed.D. thesis 
60; N Bus Ed Q 30: 21-22 O; Alpha 
Chapter, Delta Pi Epsilon, New York 
University, Washington Square, New York 
3, New York. 34 p 
GREENE, Thomas M. aa Paul P. Plevyak 
Suggestions for business teachers. Bal Sheet 
43: 10-12, 46S 
GREGORY, Mary Louise 
A survey to determine frequency and effec- 
tiveness of certain teaching aids in general 
business. Northern Illinois University, M.S. 
thesis °60 
GREGORY, Robert H. and Richard L. Van Horn 
Automatic data-processing systems. Wads- 
worth. 720 p $8.95 60 
GRIFFITH, Kay 
The secretary in law. Sec 21: 20-22 S 
GRIFFITH, Margaret 
The secretary in medicine. Sec 21: 18-20 O 
GRIFFITH, Ruth 
Receptionist and telephone techniques. Bus 
Ed Forum 15: 15-17 F 
GRISWOLD, Kenneth E. 
The best for your student teacher. Bus Ed 
Observer 32: 6-7, 10 F 
GROSS, Alfred 
Sales promotion, 2nd ed. Ronald. 522 p $8.50 
GROSS, Margaret V. 
Automation and a four cent stamp. Bal Sheet 
42: 344-45 A 
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GROSS, Philip S. 
Students suddenly learn to type. Bus Ed 
World 42: 24, 34D 
GROSSMAN, Ellen 
A successful disciplinarian. Bus Tchr 38: 8- 


My-Je 
GRUBBS, Robert L. 

Rx for effective shorthand teaching—strategy 
for second semester shorthand. Bus Ed 
World 41: 25-28 Ja: How to build skill 
in second semester shorthand. 23-28 F; 
Tests and grades in second semester short- 
hand. 43-46 Mr; An approach to transcrip- 
tion. 21-24, 27 Ap; Transcription planning. 
26-28, 34 My: Student self-appraisal in 
transcription. 23-28 Je 

See also Lee, Dorothy E. 

GRUBER, Joseph 

Business and education must join hands. 
Office Exec 36: 24-25 Je 

Cooperation between business and education 
= be a reality. Bal Sheet 42: 294-95, 302 

r 
~— horizons in business education. CEA Y 
3: 6- 
GUIDANCE 

An advanced placement program for college- 
level business subjects. Arnold H. Scolnick. 
Bal Sheet 42: 346-47 Ap; H Points 43: 
52-55 Je 

A career day for your students. Bus Ed 
Forum 15: 20-21 Ja 

Choosing a career. Raymond A. Walker. Bus 
Ed Forum 16: 26, 29 N 

Criteria for selection of stenographic stu- 
rg William Selden. J Bus Ed 37: 105- 


Counseling—a must. Richard Reicherter. 
Kansas Bus Tchr 15: 3-4 D 

Early school leavers who return to Cincin- 
nati evening schools. Charles E. Reigel. J 
Bus Ed 37: 115 D 

The educational and occupational progress 
of the New York high school graduate. 
CEA Y 23: 106-36 

The effectiveness of high school bookkeeping 
and shorthand grades as indicators of col- 
lege success. Esther E. Anderson. J Bus 
Ed 37: 70N 

Fitting yourself for business, 4th ed. Elizabeth 
Gregg MacGibbon. Gregg. 416 p $5.50 

Guidance for business education. William 
Selden. Bus Tchg Aid Z-2, Prentice-Hall. 
2 p Free 

Guidance in business education. Margaret E. 
Andrews. Amer Bus Ed Y 18: 53-70 

Guidance in business education, 3rd ed. J. 
Frank Dame and Albert R. Brinkman. 
South-Western. 330 p $4 

A guidance, placement, and follow-up pro- 
gram for business education in the high 
yy George Humbarger. Bal Sheet 43: 

A guidance program at a junior college of 
business. Charles L. Sewall and Nelson G. 
Copp. Bal Sheet 42: 212-14, 240 Ja 

High school career day provides real work 
for office practice. Gloria S. Cunningham. 
J Bus Ed 37: 65 N 
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GUIDANCE (continued) 

How business subjects affect eligibility for 
admission to college. Simon A. Duchan. 
CEA Y 23: 24-65 

Is shorthand success predictable? Berle Hagg- 
blade. J Bus Ed 36: 335-36 My 

Let’s not educate square pegs for round 
holes. George M. DaVall. Bal Sheet 42: 
407 My 

Prognosis for business subjects. William 
Selden. Bus Tchg Aid Z-3, Prentice-Hall. 
2 p Free 

The role a business education teacher should 
assume in a high school guidance pro- 
gram. Don Bright. Ohio Bus Tchr 21: 46- 
48,79 Ap 

Some new concepts in college guidance. John 
W. Wingate. CEA Y 23: 166-73 

A study of the vocational guidance services 
provided by business teachers in selected 
secondary schools of Florida. Evelyn J. 
Andre. Florida State University, M.S. the- 
sis *60 

A suggested program for organized guidance 
at the Thorpe secretarial school, New 
York City, 1958. Sister Mary Albert 
Monahan. Catholic University, M.A. thesis 
60 

Take a new look at student selection. Richard 
McDonald. CBEA Bul 18: 2, 10 Mr 

Vocational guidance and the teacher of book- 
keeping. Charles M. Reinmuth. Bus Ed 
Forum 16: 24N 

You can ‘solve persistent problems with a 
business exploratory course. Irving T. 
Gottlieb. Bus Ed World 41: 24-25, 35 My 

GUSS, Carolyn 

Audio-visual materials—business education. 

Nat Ed Assn J 50: 60 N 
GUSTAFSON, Jessie 

Business education in the colleges and uni- 
versities of the United States. Inter Rev 
for Bus Ed 33: 76-77 O 

GUTHRIE, John A. 
Economics, rev. ed. Irwin. 685 p $7 
GUTHRIE, Mearl R. 

The future of business education depends on 
you! Bus Ed World 41: 13, 32 Ja 

Let’s go after the equipment we need. Bus 
Ed World 41: 10-13 Mr 

More teaching and less grading in _ type- 
writing. Bus Ed Forum 16: 9-11 N 

Some basic understandings in general busi- 
ness. Ohio Bus Tchr 21: 35-37 Ap 

GUY, Hollis ! 

Research in business education completed or 
under way in 1960. N Bus Ed Q 29: 22-44 
Mr 
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HADLEY, Charles R. and R. L. Thistlethwaite 
Payroll accounting, Sth ed. Gregg. $4.50 
HAFLING, Fred J. 
The secretary and her job. Sec 21: 12-13, 
28 Ja . 
HAGA, Enoch J. 
Automatic data processing and the Amer- 
ican business education curriculum. Inter 
Rev for Bus Ed 57: 35-42 Ap 
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HAGA, Enoch J. (continued) 

Criticism improves business education. Bal 
Sheet 42: 253, 256 F 

Simplify bookkeeping for your slower learn- 
ers. Bus Ed World 41: 12-13 F 

Single-entry bookkeeping of 1875 still useful. 
J Bus Ed 36: 326-27 My 

Understanding automation. See issues J Bus 


HAGGBLADE, Berle 
Is shorthand success predictable? J Bus Ed 
36: 335-36 My 
HAGLUND, Byron E. and others 
Punched card accounting for small businesses. 
J Accy 112: 54-58 D 
HAILSTONES, Thomas J. 
See Dodd, J. H 
HALL, Ernest Carl 
A study of objectives and content for a 
course in secondary school business law. 
Kansas State Teachers College, M.S. thesis 


HALL, Wade H. 
See Gieselman, Robert D. 
HALLSTROM, Ronald W. 

The development and construction of a study 
guide for a home-study course in brief- 
hand. Northern Illinois University, M.S. 
thesis °60 

Look at your bookkeeping course again. J 
Bus Ed 36: 242-44 Mr 

HALPER, Donald G. 

The newer developments and the older fac- 

ulty. Coll N & V 15: 5-8 D 
HALTERMAN, Jean C. 

Current trends in marketing practices. Amer 

Bus Ed 18: 70-74 D 
HAMILTON, Raymond 

Catalog of business classroom equipment. 

Bus Ed World 41: 16-42 Mr 
HAMMER, George J. 

The role of the research study in meeting 
the aims of the Ed.D. program in business 
education. Teachers College, Columbia 
University, Ed.D. thesis 60 

HAMMOND, W. R. and H. D. Smith 

How to solve accounting problems: inter- 
mediate and advanced. Prentice-Hall. 241 
p $2.95 

HAMPTON, Robert E. 

Perceptions of retailers and retail educa- 
tors toward retail education in the Cali- 
— state colleges. J Bus Ed 37: 114 


HANKINS, Idella 
A follow-up study of 1953-57 business edu- 
cation graduates of Stella high school, 
Stella, Missouri. Kansas State College of 
Pittsburg, M.S. thesis ’60 
HANLEY, E. J. 
The challenge of the °60’s to management. 
Cath Bus Ed R 13: 16-23 Fall 
HANNA, J Marshall 
Ask the experts. See issues Today’s Sec 
How to teach the profit and loss statement. 
Bus Ed World 41: 18-19, 30 Ja 
See also Freeman, M. Herbert 
and M. Herbert Freeman 
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HANNA, J Marshall (continued) 
Data-Guide, Inc., Flushing 55, New York. 


$.79 
HANNAFORD, John W. 

Basic business and economics. 

CJ 32: 7-9, 18 F 
HANSEN, Alice Ann 

A follow-up study of the business graduates 
of Plano community high school. Northern 
Illinois University, M.S. thesis ’60 

HANSEN, Alvin H. 
Economic issues of the 1960’s. McGraw-Hill. 
244 p $7.50 
HANSEN, "Kenneth J 
See Mount, Dick 
HARGER, J. C. 

Don’t tie bookkeeping to the textbook. Bus 

Ed World 42: 16-17 O 
HARPER, James 

Adult classes in shorthand. Bus Ed Forum 

15: 12-15 Ja 
HARPER, W. T. 

More programing—or status quo for busi- 

ness education. J Bus Ed 37: 109-110 D 
HARRELL, Thomas W. 

Managers’ performance and _ personality. 

South-Western. 224 p $3.75 
HARRIS, E. Edward 

Diversified opportunities in a business pro- 

gram. Amer Bus Ed 17: 249-51 My 
HARRIS, Kenneth W. 

A follow-up study of the 1958 and 1959 
graduates of Whitehall Yearling high 
school (Ohio) with recommendations for 
improving the business education curricu- 
yy Ohio State University, M.A. thesis 

HARRIS, Seymour E. 

American economic history. 

560 p $7.95 
HARRISON, Donald Joseph 

A business education guide for the Centinela 
Valley union high school district. Univer- 
sity of Southern California, M.S. thesis ’60 

HARRISON, Robert 

A study of a selected group of high schools 
in the states of Kansas, Missouri, and 
Oklahoma to determine the status of 
school publications with implications for 
improving the publications of Douglass 
high school. Kansas State College of Pitts- 
a. M.S. thesis 60; N Bus Ed Q 30: 

HARRISS, Margaret 

Providing the essentials of good business 
education in a small school. Amer Bus 
Ed 17: 221-23 My 

HARTMAN, Harold 

Proposed plan for organizing and staffing the 
White Plains school business administra- 
tion office. Columbia University, Ed.D. 
thesis 60 

HARTMEN, Sue A. 

Ability grouping—why not? Ohio Bus Tchr 

21: 49-51 Ap 
HARTUNG, Bruno J. 

Summer fellowship for teachers of eco- 
nomics, business and social science. Coll 
N & V 14: 15-17 Mr 


Ball State 


McGraw-Hill. 
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HARTZLER, F. E. and James Bikkie 
Where will your graduates work? Bal Sheet 
42: 301, 336 Mr 
HAYDEN, Carlos K. 
Certified professional secretary. Sec 21: 6 D 
HAZEL, Dorothy 
Bookkeeping and accounting: a plan for 
teaching the worksheet. Bus Ed Forum 
16: 15-16 D 
HEALEY, Robert J. 
Records retention. Office Exec 36: 26-29, 32 


HEATHERLY, Opal 
We gave an economical typing course for 
adults. Bus Ed World 41: 15 Je 
HEIMERL, Ramon P. 
Investments and savings. Bus Ed Forum 15: 
21-23 Mr | 
and Ray G. Price 
Consumer education. Amer Bus Ed Y 18: 
245-56 
HELM, Richard N. 
Who, me... a department chairman. CBEA 
Bul 18: 13 Mr 
HERGENROEDER, Angela and others 
My experience with Gregg notehand... 
wy some teaching devices. Bus Tchr 
> 5N 





HERNDON, Frank M. 
Our twenty-fifth anniversary: a crossroads? 
Delta Pi Epsilon J 4: 2-3 N 
The secretary and written communications. 
Bus Ed Newsletter (P-H) 9: 3 Spring 
HETTLE, Wallace A. 
Showcase to the community. J Bus Ed 36: 
331-32 My 
HICKEY, Sister Ann Miriam 
A study of the educational and business ex- 
periences of the St. Patrick high school 
business graduates, Watertown, Massachu- 
_ Boston University, Ed.M. thesis 


HIEGEL, Louis J. 
Ethics for professional secretaries. Sec 21: 
4,260 
HIGH school 
An advanced placement program for college- 
level business subjects. Arnold H. Scolnick. 
Bal Sheet 42: 346-47 Ap; H Points 43: 
52-55 Je 
A program-to-be in a Connecticut school. 
Alfred W. Boulden. Amer Bus Ed 17: 269- 
71 My 
Providing the essentials of good business 
education in a small school. Margaret 
Harriss. Amer Bus Ed 17: 221-23 My 
What is the nature of our present business 
enrollment in the high school? John Mark 
Johns. Ball State CJ 32: 13-17 F; 11, 17 


My 
HILL, B. M. 
See Droege, R. C. 
HILLESTAD, Mildred 
Factors which contribute to difficulty of 
shorthand dictation materials. University 
of Minnesota, Ph.D. thesis 60; J Bus Ed 
36: 305 Ap; N Bus Ed Q 30: 22-23 O 
Learning difficulties in shorthand. Bus Ed 
Forum 16: 15-17 O 
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HIMSTREET, William C. 

How does the J. C. transfer fare in the senior 
college? CBEA Bul 18: 1, 3 My 

and Wayne M. Baty 

Business communications. Wadsworth. 432 p 
$6.50 

HINES, Chester V. 

What is the future of manual bookkeeping? 

Bal Sheet 42: 250-52, 288 F 
HODGKINSON, Harold L. 

Advantages and limitation of informal class- 
room investigations. Amer Bus Ed Y 18: 
\7-27 

HOFFMAN, Jerry 

Team teaching spells progress in business 
education. Bus Ed World 42: 12-13, 33 
S 


HOFFMAN, Richard A. 
Shorthand corner. See issues Bus Ed World 
HOLLAND, Velma Jean 
A statistical justification for second year 
typewriting. New Mexico Western College, 
M.A. thesis *60 
HOLLEY, Leta F. 
Women in executive and managerial posi- 
tions in Omaha, Nebraska. J Bus Ed 36: 
173 Ja 
HOLMES, Bonnie 
The secretary in space. Sec 21: 16-17 Jl 
HONEYCUTT, Phyllis 
The use and evaluation of electronic ma- 
chines in the shorthand classroom at Great 
Bridge high school. VBE Bul 16: 8 D 
HOOVER, Retha 
A study of work experience programs in a 
selected group of junior colleges in the 
United States accredited by North Central 
association of secondary schools and col- 
leges. Kansas State College of Pittsburg, 
M.S. thesis 60; N Bus Ed Q 30: 23-24 


O 
HORNE, Elliot 
What is money? J Bus Ed 37: 59-61 N 
HOSLER, Russell J. 
Some present-day challenges in business edu- 
cation. NABTE Bul 74: 5-9 
What’s the best schedule for personal typing? 
Bus Tchr 38: 27 Ap 
and Ellen L. Lensing 
How to use multiple-channel tape dictation 
in shorthand—how to set up and use the 
equipment. Bus Ed World 42: 9-11, 30 S; 
— procedures and results. 25-26, 
34 
HOUSE, F. Wayne | 
Implications of research in bookkeeping. N 
Bus Ed Q 29: 18-21 Mr 
HOWARD, A. W. and L. T. Lallas 
Typing with the personal touch. Clearing 
House 36: 93-95 O 
HRUSKA, Jack L. 
A student teacher’s views on supervision. N 
Bus Ed Q 29: 47-52 My 
HUBBARD, Douglas D. 
It isn’t going to be all computers. Admin Mgt 
22: 11-14 My 
HUBBARD, S. 
A brief look at the Basle chemical industry. 
Inter Rev for Bus Ed 33: 87-89 O 
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HUFFMAN, Harry 
Business arithmetic. Amer Bus Ed Y 18: 229- 
44 


Curriculum problems in the clerical program. 
Cath Bus Ed R 12: 39-44 Ap 

Putting the teaching machine on paper. Bus 
Ed World 41: 13-18 Ap 

What is a clerical worker? Amer Voc J 36: 

29 F 

and Stuart Margulies 

Building confidence in business mathematics. 
Bus Tchr 39: 11 N 

A teaching machine program for a topic in 
business math. Bus Ed World 41: 16-21 





My 

Teaching word-problem skills in business 
mathematics. Bus Tchr 39: 11 S-O 

Techniques for teaching business math no- 
menclature. Bus Tchr 39: 7 D-Ja 

HUGHES, Arthur E. 

Electronic data processing: its economic and 
social effects upon office management. State 
University of Iowa, Ph.D. thesis ’60 

HUMAN relations 

The human side. See issues Today’s Sec 

Personality and human relations, 2nd ed. 
Adam Sferra, Mary Elizabeth Wright, and 
Louis A. Rice. Gregg. 214 p $3.75 

Practical business psychology, 3rd ed. Donald 
A. Laird and Eleanor C. Laird. Gregg. 448 
p $5.75 

Seminar on human relations for certified pro- 
fessional secretaries. Lyle Maxwell and 
Marjorie L. Ater. Sec 21: 22-23 O 

Try this approach to human relations instruc- 
tion. William B. Brophy. Bus Ed World 41: 
22, 37 Je 

HUMBARGER, George 

A guidance, placement, and follow-up pro- 
gram for business education in the high 
school. Bal Sheet 43: 4-9 S 

HUNTER, Wallace D. 

Orientation for the prospective medical secre- 

tary. University of Denver, M.B.A. thesis 


HUTCHINSON, E. Lillian 
Ask the experts. See issues Today’s Sec 
Word teasers. See issues Today’s Sec 
See also Gavin, Ruth E. 
See also Stewart, Marie M. 
HUTTEN, F. Joseph 
A survey of bookkeeping practices of small 
businesses in DeKalb, Illinois. Northern 
Illinois University, M.S. thesis ’60 
HYEK, James 
Why don’t teachers write? Bus Ed Forum 
16: 21-22 N , 
HYMAN, Arlene 
Personal typing in the junior high school. Bus 
Ed Observer 32: 18-19 F 


IDDINGS, Nell A. 
Secretarial training in a large school in Idaho. 
Amer Bus Ed 17: 258-60 My 
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First place in FBLA public speaking. Bus Ed 
Forum 16: 41 N 
MEDERIOS, Lucy D. 
Developing oral and written expression. Amer 
Bus Ed 17: 172-74 Mr 
MEE, Sister Mary Donna 
A study to determine the feasibility of an 
accelerated shorthand program in the sec- 
ondary schools conducted by the Sisters of 
Mercy. Northern Illinois University, M.S. 
thesis *59 
MEEHAN, James R. 
See Agnew, Peter L. 
MELSON, Elizabeth R. 
Devices for increasing efficiency in teaching 
office equipment. J Bus Ed 37: 10-12 O 
MESTAD, Marjorie 
How can we meet the college-bound student’s 
typing needs. Bus Ed World 41: 7-11 My 
MEYER, Bernadine 
The teacher know-how of economic under- 
standings. Amer Bus Ed 18: 104-106 D 
They have ears but hear not. Cath Bus Ed 
R 12: 37-39 Je 
MEYER, Warren G. 
Editor’s comments. Bus Ed Forum 15: 10, 37 


p 
Evaluative criteria for distributive education: 
outcomes, special characteristics, and evalu- 
tion of instruction. Bus Ed Forum 15: 23- 
Ap 
——, Roger A. Larson, and Howard C. Rosenwinkel 
Distributive education. Amer Bus Ed Y 18: 
257-71 
MILHAM, George E. 
Record student performance on a work sheet. 
Typ News 31: 4 
Teach students to read for meaning. Bus Ed 
World 42: 26, 31S 
MILLER, Jay W. 
What’s wrong with office training? Bal Sheet 
42: 196-99, 205 Ja 
MILLER, Martha L. 
Fourth-semester shorthand. Bus Tchg Aid 
Q-1, Prentice-Hall. 6 p Free 
Going in the right direction. Bus Ed News- 
letter (P-H) 10: 1 Fall 
MILLSON, Warren L. 
Poor initial image—better check your recep- 
tionist. Bus Sch Exec Digest 2: 24-25 


MONAHAN, Sister Mary Albert 
A suggested program for organized guidance 
at the Thorpe secretarial school, New York 
City, 1958. Catholic University, M.A. thesis 


60 
MONAY, Ralph 
A comparison of programs of business educa- 
tion in secondary schools and in industry. 
J Bus Ed 36: 259 Mr 
MONTGOMERY, JOHN 
A course of study in fire and casualty insur- 
ance in California pursuant to the agent’s 
and buyer’s examination. University of 
Southern California, M.S. thesis ’60 
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MOON, Helen M. 

Plastics everywhere. Bus Ed Newsletter 

(P-H) 10: 3 Fall 
MORACZEWSKI, Albert 

Emotional and spiritual maturity in the busi- 

ness world. Cath Bus Ed R 12: 40-50 F 
MORDY, Charlene 

The effect on transcription speed when type- 
writing is taught by means of shorthand 
outlines. University of Wisconsin, M.S. 
thesis 60; N Bus Ed Q 30: 36-37 O 

MORGAN, Raymond W. 

Facing the inquietude in business education. 

Bal Sheet 42: 292-93 Mr 
MORLEY, Mary Lou 

A survey of the teacher attitude toward the 
business exploratory course in the curricu- 
lum. Florida State University, M.S. thesis 
60 

MOROZ, Julia P. 

The double diploma for academically bright 
students as an aid to preparation for col- 
lege and the business world. CEA Y 23: 
18-23 

MORRIS, Ruby Turner 
:; a of economics. Ronald. 878 p 
7 
MORRISON, Edward J. 
See Bernthal, Wilmar F. 
MOUNT, Dick and Kenneth J. Hansen 

Progressive typewriting speed practice, 2nd 

ed. Gregg. 96 p $1.96 
MULKERNE, Donald J. D. 

Is college teaching for you? Bus Ed World 
41: 7-9,30 F 

Our students need more responsibility. Bus 
Ed Forum 16: 25,28 O 

What do typists do? Bus Ed World 42: 24- 
25,2858 

MUNCY, Hugh E. 

Put specificity in co-ordination. Amer Bus 

Ed 18: 90-91 D 
MUNSINGER, John P. 

Data processing terms in Gregg shorthand. 

Today’s Sec 63: 43-44 Mr 
MURPHY, Herta A. and others 

Confirming the status of business writing 

courses. ABWA Bul 25: 23-27 Mr 
MURPHY, Karl M. 
Business writing in the English department 
and elsewhere. ABWA Bul 25: 6-9 Ap 
MURRAY, Samuel 
Draw it once only. J Bus Ed 37: 57-58 N 
MUSE, Paul F. 

The future of the private business school. Bus 

Sch Exec Digest 2: 15-17, 28 Mr-Ap 
MUSIAL, Helen 

Seminar on world affairs for certified pro- 

fessional secretaries. Sec 21: 22-24 N 
MUSSELMAN, Vernon A. 

Career materials in business occupations. Bus 
Ed Forum 15: 24-25 Mr 

Improving teaching through planning. Bus 
Ed Forum 16: 7 D 

Simplifying the work sheet. Bus Tchr 38: 6 F 

and Z.S. Dickerson, Jr. 

Basic business. Amer Bus Ed Y 18: 194-206 

MYERS, Freda 
A description of the need for a business cur- 
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MYERS, Freda (continued) 
riculum in Central Wesleyan college and 
the construction of the proposed curricu- 
lum. Ball State Teachers College, M.A. 
thesis ’60 


NALESZKIEWICZ, Wladimir 
Successful government economic intervention. 
Cath Bus Ed R 12: 30-32 Ap 
NANASSY, Louis C. 
The business education curriculum for the 
60’s. Bus Ed Observer 33: 15-16 Fall 
Business education index—1960. Gregg. 62 p 
The FBLA is on the march in New Jersey. 
Bus Ed Observer 32: 15-16 F 
Periodic literature in business education. 
CBEA Bul 19: 5,7 O 
Teaching electric typewriting. Bus Tchg Aid 
T-9, Prentice-Hall. 2 p Free 
NARDELLI, Walter 
The private junior college faces new chal- 
lenges. Bus Ed World 42: 19, 33 O 
NATIONAL association for business teacher 
education 
NABTE bulletins. NABTE Bul 74: 32-33 
New dimensions in the preparation of busi- 
ness teachers. Bulletin 74. John L. Rowe, 
ed. United Business Education Association, 
1201 Sixteenth Street, N.W., Washington 6, 
D. C. 32 p $1.25 
An offense and a defense for business educa- 
tion. Bulletin 75. John L. Rowe, ed. United 
Business Education Association, 1201 Six- 
—_ Street, N.W., Washington 6, D. C. 
100 p 
Roster of NABTE institutional members, 
1961-62. N Bus Ed Q 30: 95-99 D 
NATIONAL business teachers association 
Informal research by the classroom teacher. 
American Business Education Yearbook, 
Vol. XVIII, 1961. Earl A. Dvorak, ed. 
Joint Publication Commission of the East- 
ern Business Teachers Association and the 
National Business Teachers Association. 
New York University Bookstore, 18 Wash- 
ington Place, New York 3, New York. 276 


p 
NATIONAL office management association 
Annual NOMA year. Office Exec 36: 21-80 


£ 

Growth—not merely change. James R. 
Taylor. Office Exec 36: 4-5 Ag 

NOMA 6arithmetic-spelling programs. Bus 
Tchr 38: 4F 

NOMA business education conference. Sister 
Miriam. Cath Bus Ed R 13: 47-49 Fall 

NOMA business education conference con- 
tributes to better understanding of educa- 
tion’s role in society. Office Exec 36: 36 My 

NOMA spelling and arithmetic programs mo- 
tivate students. Irene Creager. Bus Ed 
Newsletter 9: 4-5,9 N 

The simplified letter. Sec 21: 20-22 Mr 

Why didn’t we think of that? Paul Pair. Bal 
Sheet 43: 147 D 

NATIONAL secretaries association 

Diary of NSA flying liberal arts seminar. Fred 

S. Cook. Sec 21: 18-21 My 
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NATIONAL secretaries association (continued) 

Flying liberal arts seminar. Doris Reynolds. 
Sec 21: 18-19 Ja 

Have you tried brainstorming? Fred S. Cook. 
Sec 21: 8-9 D 

Program of the month—you asked for it! 
Fred S. Cook. Sec 21: 140 

Quickie quiz. See issues Sec 

Report of educational survey NSA chapters. 
Sec 21: 8-11 Je 

Seminar on human relations for certified pro- 
fessional secretaries. Lyle Maxwell and 
Marjorie L. Ater. Sec 21: 22-23 O 

When stepping out of office ... keep in 
step. Mrs. Mary K. Fisher. Sec 21: 20-21 Jl 

NELSEN, W. Donald 

The other side of the supervisory coin. Bal 
Sheet 42: 254-56 F 

Supervision or snoopervision? Bal Sheet 43: 
158-59, 191 D 

NELSON, J. Howard 

Developments in collegiate business education 
having implications for the private business 
colleges. Amer Bus Ed 18: 84-86 D 

NELSON, Julius 

Artyping. See issues J Bus Ed 

Typewriter mystery game. See issues J Bus Ed 
NELSON, Oscar S. and Richard S. Woods 

Accounting systems and data processing. 
South-Western. 644 p $8 

NELSON, Raymond G. 

A follow-up study of the graduates of Lodi 
high school for the years 1954, 1955, and 
1956. University of Wisconsin, M.S. thesis 
60; N Bus Ed Q 30: 370 

NELSON, Robert A. 

The transportation curriculum in a collegiate 

— of business. Coll N & V 14: 9-10 


y 
NESTER, Justine E. 
Western Hills pupils become stockholders, 
learn economics. Ohio Sch 39: 14 O 
NEWHOUSE, Howard L. 
Bookkeeping awards information. Bus Tchr 
39: 12N 
Instructions for giving Gregg awards tests. 
Bus Tchr 39: 21 S-O 
NEWLAND, J. Elizabeth 
Women at work. J Bus Ed 37: 17-18 O; 62- 


64 N 
NICHOLAS, James L. 
Economics in business law—why not? Bal 
Sheet 43: 111, 140 N 
NICHOLSON, Clayton M. and Richard Kelly 
Are standard clerical skills suited to today’s 
 crcccas offices? Admin Mgt 22: 11-13 


NICKLIN, Thelma D. 
The role of business education in the sec- 
ondary curriculum. Bal Sheet 43: 13-15 S 
NIPPER, Ruby L. 
General and vocational business education 
in a large southern school. Amer Bus Ed 
17: 218-20, 223 My 
NISWONGER, C. Rollin 
See Noble, H. S. 
NIX, Charles B. 
Standards of recruitment for office employees. 
Bus Ed Forum 15: 14-15 My 
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NOBLE, H. S. and C. Rollin Niswonger 
Accounting principles, 8th ed. South-Western. 
742 p $7 


NOGUES, M. 

Business education in France. Inter Rev for 

Bus Ed 58: 75-76 N 
NOLAN, Imelda 

A survey of business firms in the Waterbury, 
Connecticut, area, with implications for 
improving the business education programs. 
Boston University, Ed.M. thesis 60; N Bus 
Ed Q 30: 38 O 

NORWOOD, B. J. Scott 

Career planning—personal tastes and values. 

J Bus Ed 36: 251-52 Mr 
NOVITT, Chester J. 

Visual aids for better bookkeeping. J Bus Ed 

36: 150-51 Ja 
NOYES, Honora M. 

The role of the executive secretary as a mem- 
ber of management. University of Mary- 
land, Ed.D. thesis °60; J Bus Ed 36: 215 
F; N Bus Ed Q 30: 38-39 O 


O 


O'BRIEN, Edward J. 

A study of the characteristics of the highest 
and lowest ranking typewriting students. 
University of North Dakota, M.S. thesis 
60; N Bus Ed Q 30: 39 O 

OCCUPATIONAL information 
Accounting in the federal government. J Bus 
d 37: 


2N 

Are you underpaid? Elton B. Stephens. Office 
Exec 36: 16 Jl 

Business education in the space age. George 
R. Coates. Bal Sheet 43: 118-19 N 

A career day for your students. Bus Ed 
Forum 15: 20-21 Ja 

Career materials in business occupations. 
Vernon A. Musselman. Bus Ed Forum 15: 
24-25 Mr 

Career planning—personal tastes and values. 
B. J. Scott Norwood. J Bus Ed 36: 251- 
52 Mr 

Chancellor of the exchequer. Peggy Norton 
Rollason. Today’s Sec 64: 22-23, 47 D 

Diplomacy and efficiency. Florence M. 
Cermak. Sec 21: 8-9S 

Don’t forget to forward my mail. Barbara 
Wiest. Today’s Sec 64: 20-22, 48 S 

Emotional and spiritual maturity in the busi- 
ness world. Albert Moraczewski. Cath Bus 
Ed R 12: 40-50 F 

Employee appraisals. Andrew H. Souerwine. 
Office Exec 36: 19-21 Mr 

Factor of sex in office employment. Charles 
E. Ginder. Office Exec 36: 10-13 F 

Fringe benefits for clerical workers. Bus Sch 
Exec Digest 2: 21-22 O-D 

Fringe benefits in salary administration. 
Daniel W. Smith. Office Exec 36: 9-15 Jl 

The hostess with the mostest. Marilyn French. 
Today’s Sec 64: 22-23, 59 N; 18-19, 50 D 

I = polish apples for anyone! Sec 21: 24- 


Introduction of a stenographic employee. Rita 
Chapman. Sec 21: 22 Ja 


Business Education Index 


OCCUPATIONAL information (continued) 

Job competences—an approach to the ap- 
praisal of business education. Reginald W. 
Shepherd. J Bus Ed 36: 258 Mr _ 

Job requirements and opportunities for be- 
ginning office workers in Montgomery, 
Alabama. Eva S. Carr. Auburn University, 
M.S. thesis ’60 

Mail room practices. Charles E. Ginder. 
Office Exec 36: 10-13, 33 My 

Management is abetting the clerical shortage. 
Fred S. Cook. CBEA Bul 18: 3 Mr 

The manpower needs of commerce and in- 
dustry in the ’60s. Philip M. Talbott. Bus 
Sch Exec Digest 2: 5-8 O-D 

Office occupations information—the business 
teacher’s responsibility. Estelle L. Popham. 
Inter Rev for Bus Ed 57: 49-53 Ap 

Office problems met by business education 
graduates of Bonne Terre high school. 
Gwendolyn Durham. George Peabody Col- 
lege for Teachers, Ed.M. thesis ’60 

Poor initial image—better check your recep- 
tionist. Warren L. Millson. Bus Sch Exec 
Digest 2: 24-25 O-D 

Salary trends in office occupations in the city 
of New York. Simon A. Duchan. CEA Y 
23: 186-92 

Secretaries—don’t fight the machines! Ben D. 
Kingham. Sec 21: 24-25 My 

The secretary and her job. Fred J. Hafling. 
Sec 21: 12-13, 28 Ja 

The secretary in prison. Quay Kilburn. Sec 
21: 16-17 N 

The secretary sets the pace in an office. Mar- 
gie Ray Dick. Sec 21: 4, 30 Ja 

Standards and qualifications for office em- 
ployees. James W. Crews. Bus Ed Forum 
15: 11-14 M 

Standards of recruitment for office employees. 
Charles G. Nix. Bus Ed Forum 15: 14-15 


y 

A study of business firms in the Providence 
metropolitan area to determine some of 
the deficiencies of beginning office em- 
ployees. Sister Loretta Marie Omar. Boston 
University, Ed.M. thesis ’60 

A study of supplementary wage benefits pro- 
vided bank employees in the greater Kansas 
City area. Kansas State College of Pitts- 
burg, M.S. thesis 60; N Bus Ed Q 30: 63 O 

A survey of the business offices of Camden 
county, New Jersey, to determine the re- 
quirements of beginning office workers for 
1958-59. Sister Mary Ermina Kirner. Cath- 
olic University, M.A. thesis ’60 

A survey of the opinion of businessmen con- 
cerning beginning office workers, with im- 
plications for the business education pro- 
gram at St. John Nepomucene commercial 
school, Bridgeport, Connecticut. Sister 
Mary Michael Fitzgerald. Boston Univer- 
sity, Ed.M. thesis ’60 

Ten ways to a more successful boss-secretary 
team. Sandra Stearn. Sec 21: 28-29 O 

These best friends will tell you! Elizabeth 
Blaschak. Sec 21: 16-19 Je 

A tough day at the office? Fred C. Archer. 
Bus Tchr 38: 15 My-Je 
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OCCUPATIONAL information (continued) — 
Unionization in the office. Charles E. Ginder. 
Office Exec 36: 11-14 Ja 
U. S. survey of accountants’ salaries. J Accy 
111: 28-30 Mr ; 
Using your head to get ahead. Marilyn 
French. Today’s Sec 63: 18-19, 49 My 
What do typists do? Donald J. D. Mulkerne. 
Bus Ed World 42: 24-25, 28S 
What industry expects from the new em- 
ployee. William Jolly. Bus Ed Forum 15: 
36 Mr 
What is a clerical worker? Harry Huffman. 
Amer Voc J 36: 29 F 
Whatever happened to the male secretary? 
R. DerMont Bell. J Bus Ed 36: 194-96 F 
Where will your graduates work? F. E. Hartz- 
ler and James Bikkie. Bal Sheet 42: 301, 
336 Mr 
Why do business students need so much re- 
training? Francyne K. Porter. Bus Ed 
World 42: 14-15 D 
A willingness to grow. Marilyn French. To- 
day’s Sec 63: 14-15, 48 Je 
Women at work. J. Elizabeth Newland. J 
Bus Ed 37: 17-18 O; 62-64 N 
Women in executive and managerial positions 
in Omaha, Nebraska. Leta F. Holley. J 
Bus Ed 36: 173 Ja 
Your job becomes work or pleasure. Ger- 
trude K. Fowler. Kansas Bus Tchr 15: 10, 
14D 
Youth and the world of work. MBEA News 
Bul 26: 2 My 
O'CONNOR, Sister Terese Miriam 
A comparative vocabulary analysis of mod- 
ern business dictation, the New York state 
transcription regents test, and the basic 
vocabulary of business letters. Catholic 
University, M.A. thesis °60; N Bus Ed Q 
30: 39-40 O 
OCZKOWSKI, Raymond 
See Grandfield, Raymond J. 
OESTERLING, Marie Ann 
Secretarial training in an Alabama school. 
Amer Bus Ed 17: 267-68, 271 My 
OFFICE machines 
Adding, calculating, bookkeeping, and ac- 
counting machines. Office Mgt 22: 58-62 Ja 
Applications of domestic digital computing 
systems in businesses and schools of busi- 
ness in the United States. Edward J. Laurie. 
University of California at Los Angeles, 
Ed.D. thesis ’60 
Building proficiency standards for computing 
machines. Norman F. Kallaus. Bus Ed 
Forum 15: 7-9 F 
Business-machine testing. John K. Keelon. 
Bus Tchg Aid J-1, Prentice-Hall. 2 p Free 
The business machines course in college. 
Evelyn C. Thompson. University of Min- 
nesota, M.A. thesis 60; N Bus Ed Q 30: 
54-55 O 
Business-machines training in a Minnesota 
school. George Jernberg. Amer Bus Ed 17: 
263 My 
Devices for increasing efficiency in teaching 
office equipment. Elizabeth R. Melson. J 
Bus Ed 37: 10-12 O 
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OFFICE machines (continued) 

Evaluating achievements on adding and cal- 
culating machines. Nicholas J. Cornelia. 
Bal Sheet 42: 296-99 Mr 

The IBM ‘Selectric’-—a new teaching type- 
writer. L. M. Collins. Bus Ed World 42: 
27-28 O 

Key-driven calculator course. Paul Pactor and 
Mina M. Johnson. Pitman. 62 p $.80 

New business equipment. See issues Bus Ed 
World 

Office machine practice, 6th ed. John G. Kirk, 
Wesley E. Scott, and Jacques A. Lurie. 
Rowe. 48 p $.96 

Office machines. Raymond F. Brecker. Amer 
Bus Ed 18: 27-29 O 

Office machines in high school. B. G. Dunn. 
Bal Sheet 42: 208-10 Ja 

Office machines survey. John Roman. Bal 
Sheet 43: 122-24 N 

A statistical study of the relationship between 
business machines scores and measures of 
student ability. Gordon Fraser. University 
of Southern California, M.S. thesis 60 

A survey of office machines in the selected 
North Dakota high schools. Georgetta 
Vorachek. University of North Dakota, 
M.S. thesis 60; N Bus Ed Q 30: 59 O 

A survey of the courses offered and office 
machines used in the business education de- 
partments of a selected group of secondary 
public schools in northeastern Oklahoma. 
Jack E. Rusher. Kansas State College of 
Pittsburg, M.S. thesis ’60 

A survey of the use of office machines with 
implications for the establishment of an of- 
fice machines course at Mercy high school, 
Milwaukee, Wisconsin. Sister Mary Mar- 
guerite Giroux. Northern Illinois Univer- 
sity, M.S. thesis °59 

Touch training on the ten-key keyboard. 
— J. Ruegg. J Bus Ed 36: 296-300 


p 
OFFICE management 

College training for office management. 
Ercole Rosa. Office Exec 36: 15-18 Je 

The developing role of the secretary in ad- 
ministrative management. William T. Cav- 
anaugh. Sec 21: 8-9, 31 Ag 

Electronic data processing: its economic and 
social effects upon office management. Ar- 
thur E. Hughes. State University of Iowa, 
Ph.D. thesis ’60 

Management? administration? supervision? 
a F. Dinsmore. Office Exec 36: 16- 

a 

Office motivation—a constant challenge. Eve- 
lyn J. Rupp. Ohio Bus Tchr 21: 40-41 Ap 

Problems of teachers of office management. 
Amer Bus Ed 17: 159-60 Mr 

Proposed plan for organizing and staffing the 
White Plains school business administra- 
tion office. Harold Hartman. Columbia 
University, Ed.D. thesis ’60 

Streamline, reduce, eliminate . . . or else! 
Gilbert R. Boutin. Office Exec 36: 16-18 


Ap 
34 ways to keep your desk clean. Admi 
22: 48 Je . — 
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OFFICE management (continued) 

What’s happened to the office manager? John 

Allan Rhea. Admin Mgt 22: 12-14 Jl 
OFFICE training 

Are high school graduates adequately trained 
for office work? Thora S. Kille. Ohio Bus 
Tchr 21: 42, 80 Ap 

Assimilating office problems in the classroom. 
Lois A. Schantz. Bus Ed Observer 33: 6-7, 
20 Fall 

Devices for increasing efficiency in teaching 
office equipment. Elizabeth R. Melson. J 
Bus Ed 37: 10-12 O 

Education for office occupations. Bruce I. 
Blackstone. Bal Sheet 42: 244-45, 259 F 

Evaluative criteria for cooperative office edu- 
cation programs in Ohio. Robert Addison. 
Ohio State University, M.A. thesis *60 

A functional syllabus for office practice at 
Delano union high school. Jessie Bender. 
University of Southern California, M.S. 
thesis 60 

General office practice for colleges, 4th ed. 
John A. Pendery and Theodore Woodward. 
South-Western. 282 p $4.40 ’60 

High school career day provides real work 
for office practice. Gloria S. Cunningham. 
J Bus Ed 37: 65 N 

How to tactfully break an appointment. Dor- 
othy E. Aber. Sec 21: 23 My 

Including the offset process in modern office 
practice. Fred C. Archer. Bus Tchr 38: 
15 Mr; 15 Ap 

In-service programs for office employees. 
Irene Place. Bus Ed Forum 15: 8-11 My 

Is that the way they do it downtown, teacher? 
Fred C. Archer. Bus Tchr 39: 15 N 

Legal office practice for the legal secretary. 
Mildred Pallas. J Bus Ed 36: 249-51 Mr 

Let’s teach our office practice students to 
think—not thimk! Mary F. Paddock. Bus 
Ed Forum 16: 24 D 

Manpower problems in office education. 
Bruce I. Blackstone. Bus Sch Exec Digest 
2: 24-28 Mr-Ap 

Master clerical data. Serge A. Birn. Office 
Exec 36: 14-16, 23 F 

Multiple-class teaching involving typewriting, 
office practice, and the tape recorder. Ar- 
manda R. Atencio. Typ News 31: 2 

Office education and the U. S. office of edu- 
cation. Bruce I. Blackstone. Bus Ed Forum 
15: 27-28 Ap 

Office practice. Helen B. Borland. Amer Bus 
Ed Y 18: 178-93 

Problems of teaching proper attitudes for 
young office workers. Amer Bus Ed 17: 
160-62 Mr 

Pupil selection in office practice? Fred C. 
Archer. Bus Tchr 39: 14 S-O 

Receptionist and telephone techniques. Ruth 
Griffith. Bus Ed Forum 15: 15-17 F 

The role of the USOE in office education. 
Bruce I. Blackstone. N Bus Ed Q 29: 8-11, 
53 My 

Standards should fit your objectives. Fred C. 
Archer. Bus Tchr 38: 15 F 

A study of the effectiveness of the office train- 
ing program at Flint community junior col- 
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OFFICE training (continued) 

lege as related to the employment needs for 
former students. Ferne Williams. J Bus Ed 
36: 173 Ja 

A study of the job activities performed by 
office employees of the association of 
Seventh-Day Adventists, with implications 
for curriculum revision. Virginia M. Bar- 
clay. Boston University, Ed.M. thesis *60; 
N Bus Ed Q 30:90 

A suggested course of study for office prac- 
tice at Lake Park high school, Medinah, 
Illinois. Edna M. Schramm. Northern IIli- 
nois University, M.S. thesis ’60 

Supplies for typewriting office practice set. 
Esther Sandry. Pitman. 136 p $1.80 

Typewriting office practice set. Esther Sandry. 
Pitman. 48 p $.80 

What’s wrong with office training? Jay W. 
Miller. Bal Sheet 42: 196-99, 205 Ja 

O'KEEFE, Sister Mary Aquin 

Bookkeeping props. Cath Bus Ed R 12: 30- 

32 F 


OLIVER, Pauline J. 
Displays—a headache or a privilege? J Bus 
Ed 37: 92-93 D 
OLIVERIO, Mary Ellen 

The experience of work—prerequisites to its 

success. Amer Voc J 36: 15-16, 24 Ja 

Guides to the business teacher as a researcher. 

Amer Bus Ed Y 18: 28-42 

Research studies of the secretary and her 

work. Sec 21: 4-5 Je 

The United States and Russia—they are dif- 

ferent. Bal Sheet 42: 221 Ja 

Who leads the way? J Bus Ed 36: 190-91 F 

See also Bowman, Wallace B. 

OLSEN, Arthur R. 

See Dodd, J. Harvey 
OLSON, Milton C. 

Getting the most out of the profit and loss 
statement. Bus Tchg Aid G-3, Prentice- 
Hall. 3 p Free 
, Ernest A. Zelliot, and Walter E. Leidner 
Introductory bookkeeping, 3rd ed. Prentice- 
Hall. 592 p $4.04 
and Eugene L. Swearingen 

Business and economic education for the aca- 

demically talented student. National Edu- 
cation Association and United Business Ed- 
ucation Association, 1201 Sixteenth Street, 
N.W., Washington 6, D. C. 80 p $1 
OMAR, Sister Loretta Marie 
A study of business firms in the Providence 
metropolitan area to determine some of the 
deficiencies of beginning office employees. 
Boston University, Ed.M. thesis 60 
ONORATO, Mary Jean 
Let’s build on personality: Bus Ed Forum 16: 
31,350 
ORPIN, Carol 
An experiment to determine economic con- 
cepts learned through typewriting copy. 
San Francisco State College, M.A. thesis 
60 
OTT, William G. 

See Rosenberg, R. Robert 
OUTWIN, Ellsworth M. 

A follow-up study of Bemidji, Minnesota, 
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OUTWIN, Ellsworth M. (continued) 
high school graduates 1947-1954. Univer- 
sity of Minnesota, M.A. thesis 60; N Bus 
Ed Q 30: 40-41 O 

OWEN, Ralph D. 

Thoze spelling deemuns. J Bus Ed 36: 339-41 
My 


P 


PACTOR, Paul and Mina M. Johnson 

Key-driven calculator course. Pitman. 62 p 

$.80 
PADDOCK, Mary F. 

Let’s teach our office practice students to 

think—not thimk! Bus Ed Forum 16: 24 D 
PAGE, Alice 

Conflicting opinions in the development of 
transcription skill as revealed in the litera- 
ture 1949-1960. University of North Da- 
kota, M.A. thesis °60; N Bus Ed Q 30: 
410 

PAIR, Paul M. 

Brief annotated bibliography of available 
materials on office automation. Bus Sch 
Exec Digest 2: 9-10 Mr-Ap 

This is the age of specialization. Amer Bus 
Ed 18: 68 D 

Why didn’t we think of that? Bal Sheet 43: 
147 D 

PALLAS, Mildred 

Legal office practice for the legal secretary. 

J Bus Ed 36: 249-51 Mr 
PALMER, Harold O. 

Ten do’s for beginning typing teachers. Bus 

Ed Newsletter (P-H) 9: 1-2 Spring 
PARFET, James A. 

Secondary business education need not be 

terminal. Bus Ed World 42: 20-22 D 
PARKHURST, C. C. 

Business communication for better human 

relations. Prentice-Hall. 579 p $7.95 
PARRISH, Kathryn B. 

Effects of variations in amount of warm-up 
on subsequent straight-copy performance 
in typewriting. Southern Illinois University, 
M.S. thesis 60; N Bus Ed Q 30: 420 

PATCHEN, E. A. 

Electronics terms in Gregg shorthand. To- 
day’s Sec 64: 49-50 O 

Public utility terms in Gregg shorthand. To- 
day’s Sec 63: 51-52 Ap 

PATRICK, Alfred 

Develop more than speed in typewriting. Bal 

Sheet 43: 60-61 O 
PATTERSON, Virgina and Doraleen Smith 

Bookkeeping and accounting: a plan for 
teaching about notes and interest. Bus Ed 
Forum 16: 9-12 D 

PATTON, Delores 

Business teacher plus work experience. Bus 

Ed Newsletter 9: 10-11 N 
PAYNE, Gloria M. 
A methods class is challenging, exciting, and 
rewarding! Bus Tchr 38: 8-9 Mr 
PEBWORTH, Robert C. 
Widen the horizon. Amer Bus Ed 18: 92 D 
PELL, Arthur R. 


Here’s how to go after that job you want. 


Admin Mgt 22: 14-18 N 
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PENDERY, John A. and Theodore Woodward 

General office practice for colleges, 4th ed. 
South-Western. 282 p $4.40 ’60 

Secretarial office practice for colleges, 4th ed. 
South-Western. 242 p $3.76 ’60 

PENMANSHIP 

An experiment to determine the relative ad- 
vantage of improving spelling by typewrit- 
ing as opposed to handwriting. Dallas 
Legris. Virginia Polytechnic Institute, M.S. 
thesis *60 

Misspelled words count, too. Judith A. Burke. 
Bal Sheet 42: 247-49 F 

On the teaching of handwriting. E. A. En- 
strom. Ed 81: 306-309 Ja 

PEPE, Philip S. 
See Leslie, Louis A. 
PERKINS, Edward A., Jr. 

Develop good spellers with this transcription 

plan. Bus Ed World 41: 22-23, 40 My 
PERRITT, Roscoe D. 

A study of the personnel management prob- 
lems of manufacturing industries in Nash- 
ville, Tennessee. George Peabody College 
for Teachers, Ed.M. thesis 60 

PERRY, Richard S. 

Business teacher preparation—California 
style! Jun Col J 32: 72-77 O 

Let’s start teaching economics. Bus Ed Forum 
16: 19-21, 28 D 

PERRY, Warren S. 

Changes affecting basic business teaching. 

Bus Ed Forum 15: 13-16 Mr 
PERSONALITY 

How likable are you? Jack Davies. Today’s 
Sec 64: 56S 

Let’s build on personality. Mary Jean Ono- 
rato. Bus Ed Forum 16: 31,35 O 

Managers’ performance and _ personality. 
Thomas W. Harrell. South-Western. 224 
p $3.75 

Personality and human relations, 2nd ed. 
Adam Sferra, Mary Elizabeth Wright, and 
Louis A. Rice. Gregg. 214 p $3.75 

Timely tips on good grooming. Future Bus 
Leader 15: 6-7 Spring 

Using cases to teach personality and charac- 
ter traits. Gerald W. Maxwell and Ray 
W. Arensman. J Bus Ed 36: 324-25 My 

PETERSON, Edward D. 

Selected issues arising from government reg- 
ulations of the public utility industries: a 
study of the issues and of the points of 
view of certain interest groups on the issues. 
Indiana University, D.B.A. thesis *60. 

PETERSON, John C. 

Variations on a theme in typewriting. Bus 
Ed Forum 15: 30, 32 Ap 

See also Rowe, John L. 

PFAHL, John K. 
See Donaldson, Elvin F. 
PFEIFFER, Kenneth M. 

Evaluative criteria for distributive education: 

instructional staff. Bus Ed Forum 15: 17-18 


p 
PHELPS, Ralph A.., Jr. 
Should business be taught in a liberal arts 
college? Amer Bus Ed 17: 164-66, 171 
Mr 
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PHILLIPS, Helen L. 

A study of the educational and business ex- 
periences of the 1952-1958 secretarial grad- 
uates of Mount Ida, Newton Centre, Mas- 
sachusetts. Boston University, Ed.M. thesis 
60 

PHILLIPS, Myron A. i 

A secretarial and clerical training program. 

Amer Bus Ed 17: 266, 271 My 
PHILLIPS, Paul N. 

A balanced business program in a small 
school in Iowa. Amer Bus Ed 17: 210-12, 
243 My 

PIKE, Arthur H. 

Reinforcement in learning accounting. J Bus 

Ed 37: 94-95 D 
PIKE, Margaret : 

The relationship of actual bookkeeping prac- 
tices in business with procedures as taught 
in vocational and adult classes. University 
of Wisconsin, M.S. thesis 60; N Bus Ed 
Q 30: 42-43 O 

PINKSTON, William L. 

Shopping center meets change or die chal- 

lenge. Ball State CJ 23: 12-14 N 
PLACE, Irene 

In-service programs for office employees. Bus 

Ed Forum 15: 8-11 My 
PLACE, Robert I. 

The relative success of transfer students and 
native students in California state college 
business programs. University of Southern 
California, Ed.D. thesis ’60 

PLACEMENT 

A guidance, placement, and follow-up pro- 
gram for business education in the high 
school. George Humbarger. Bal Sheet 43: 
4-9S 

Placement and follow-up. Robert A. Lowry. 
Amer Bus Ed Y 18: 71-87 

Work experience and employment placement 
program of John C. Fremont high school. 
Marcus W. Carter. University of Southern 
California, M.S. thesis *60 

PLEVYAK, Paul P. 
See Greene, Thomas M. 
PLOWMAN, Lois 

The business club in the secondary school— 
its organization role and activity. Univer- 
sity of Southern California, M.S. thesis ’60 

PLUNKETT, Mary E. 

The dilemma of performance standards. 

Amer Voc J 36: 39-40 Ap 
PLYMIRE, Boyd G. 


Bring business into your classroom. Bus Tchr 
38: 8-9 Ap 


POE, Roy W. 
But that’s not what I meant! Cath Bus Ed R 
12: 19-25 Je 
POHLE, Electa 
A suggested clerical training course of study 
for South Campus high school, Waukesha, 
Wisconsin. Northern [Illinois University, 
M.S. thesis ’59 
POLSON, Perry 
An analysis of pre-service factors influencing 
teacher performance. University of South- 
ern California, Ed.D. thesis °60; N Bus Ed 
Q 30: 43-44 O; J Bus Ed 37: 114D 


Business Education Index 


POPHAM, Estelle L. ; 
Office occupations information—the business 
teacher’s responsibility. Inter Rev for Bus 
Ed 57: 49-53 Ap 
PORTE, Michael 
Three useful approaches to research on 
course development. ABWA Bul 25: 20-24 


My 
PORTER, Francyne K. 

Why do business students need so much re- 

training? Bus Ed World 42: 14-15 D 
PORTER, Gerald A. 

Concept approach to knowledge of business. 
Bal Sheet 42: 339 Ap 

The farmer in a business suit. Bus Ed Forum 
15: 19-21 Mr 

Implications of research in basic business. N 
Bus Ed Q 29: 3-7, 44 Mr 

PORTER, Leonard J. 

Better bookkeeping (G-2); Developing lead- 
ership (X-4); Facts for business arithmetic 
(F-1); Filing in today’s office (K-1); Mem- 
ory aids for spelling (C-7); Teaching gen- 
eral business (B-4); Typewriting trends 
(T-8); The typist learns proofreading 
(T-10); Using the library (A-3). Bus Tchg 
Aids, Prentice-Hall. Free 

Shorthand dictation for better English. Pren- 
tice-Hall. 17 p $1.25 net prepaid 

Techniques for evaluating the grading. Bus 
Ed Newsletter (P-H) 9: 4 Spring 

The truth about filing. Bus Ed Newsletter 
(P-H) 10: 4 Fall 

See also Tidwell, M. Fred 

POUNDS, Norman J. G. and Edward L. Cooper 

a peers. 6th ed. South-Western. 600 


p $4. 
POWERS, Sister Noreen Joseph 

A follow-up of the business department grad- 
uates of Sacred Heart central high school, 
Indianapolis, Indiana, 1952-1956. Catholic 
University, M.A. thesis ’60 

PRICE, Ray G. 

Increasing the opportunities of business edu- 
cation through basic business. Amer Bus 
Ed 17: 167-71 Mr 

See also Heimerl, Ramon P. 

PRIESTLEY, Russel N. 

Variety improves first year typing. Kansas 

Bus Tchr 14: 4-7 My 
PRINGLE, James R. 

A comparative study of personnel policies 
and the rates of employee turnover in eight 
selected department stores. Kansas State 
Teachers College, M.S. thesis ’60 

PROCHNOW, Herbert V. 

Three challenges to our foreign economic 

policy. Amer Bus Ed 18: 39-48, 56 O 
PUBLIC relations 

CBEA and public relations. Robert J. Thomp- 
son. CBEA Bul 19: 10 

Displays—a headache or a privilege? Pauline 
J. Oliver. J Bus Ed 37: 92-93 D 

Guide to public relations for junior colleges. 
Alexander N. Streloff. Monograph C-8 
South-Western. 33 p Free 

The identification, classification, and evalua- 
tion of public relations activities and prac- 
tices in secondary school business educa- 
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PUBLIC RELATIONS (continued) 
tion. Calfrey C. Calhoun. Ohio State 
University, Ph.D. thesis 60; N Bus Ed Q 

30: 12-13 O; J Bus Ed 37: 114-15 D 
Novel experiment at J.H.S.—a_ success! 
Thomas Farino. Bus Ed Observer 32: 20-23 


My 
Public relations—an aid to educators. J. B. 
Slocum. Coll N & V 14: 12-13 Mr 
PUCKETT, Cecil ; 
If I were to teach business again. Bus Ed 
Forum 15: 7-9 Mr 
PURVIS, Elgie G. 
Sixth sense—secretarial sense. J Bus Ed 36: 
152-54 Ja 
PUZEY, Russell V. 
Accounting is communication. J Accy 112: 
55-60 S 
PYLES, Sarah 
Enthusiasm builds interest in the notehand 
course. Bus Ed World 42: 13, 32 D 


R 


RAHE, Harves = 

Implications of research in typewriting. N 
Bus Ed Q 29: 8-12 Mr ; 

Typewriting—a basic tool of communication. 
Bus Ed Forum 16: 5N 

RAINEY, Bill G. 

The status of certain aspects of accounting 
education in the colleges of Oklahoma in 
1957-58. North Texas State College, M.B.E. 
thesis 60; N Bus Ed Q 30: 44-45 O 

What’s new in shorthand education? J Bus 
Ed 36: 164-69 Ja; 37: 98-104 D 

Why write for professional publications? Bus 
Ed World 41: 12-14 Je 

RAMOS, Angel M. Quintero 
The gold crisis. Cath Bus Ed R 12: 30-36 Je 
RATH, Patricia Mink 

The parent in the cooperative program. J Bus 

Ed 36: 208-10 F 
RAWLAND, Perry 

Mutual fund investing with implications for 
general education. University of Minne- 
sota, Ph.D. thesis 60; J Bus Ed 36: 346 My 

RAY, Keith 

What a complete work experience program in- 

volves. Bus Ed World 42: 18-22 S 
REED, Mildred E. 

Filing practices for clerical workers. Bus Ed 

Forum 15: 9-13 F 
REESE, Arsicel C. 

A study of the official circuit court reporters 
in the twenty judicial districts of Illinois 
for the vocational guidance of students. 
Southern Illinois University, M.S. thesis 
’°60; N Bus Ed Q 30: 45-46 O 

REICHERTER, Richard F. 
*\ aie must. Kansas Bus Tchr 15: 
-4 


The door of opportunity opens wide for 
teachers of general business. Bus Ed 
Forum 15: 34, 36 Ap 

What are the elements of leadership? Bus Ed 
Newsletter 8: 3, 13 F 

REIGEL, Charles E. 
Early school leavers who return to Cincin- 
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REIGEL, Charles E. (continued) 
nati evening schools. J Bus Ed 37: 115 D 
and Herbert M. Jelley 
The business teacher and education. Ohio Bus 
Tchr 21: 3-4 Ap 
REIGNER, Charles G. 
College English for business, 2nd ed. Rowe. 
240 p $3.48 
REINMUTH, Charles M. 
Vocational guidance and the teacher of book- 
keeping. Bus Ed Forum 16: 24 N 
RESEARCH 
Action research and the classroom teacher. 
Ruth I. Anderson. Bus Ed Forum 15: 27- 
28 Mr 
Advantages and limitations of informal class- 
room investigations. Harold L. Hodgkin- 
son. Amer Bus Ed Y 18: 17-27 
Application of operations research in the 
management of commercial enterprises. 
Inter Rev for Bus Ed 58: 120-23 N 
Bibliography. Kenneth E. Martin. Amer Bus 
Ed Y 18: 272-76 
Bookkeeping. Lewis D. Boynton. Amer Bus 
Ed Y 18: 162-77 
Business arithmetic. Harry Huffman. Amer 
Bus Ed Y 18: 229-44 
Community resources. John H. Callan. Amer 
Bus Ed Y 18: 88-100 
Consumer education. Ramon P. Heimerl and 
Ray G. Price. Amer Bus Ed Y 18: 245-56 
Distributive education. Warren G. Meyer, 
Roger A. Larson, and Howard C. Rosen- 
winkel. Amer Bus Ed Y 18: 257-71 
Economics. Dean R. Malsbary. Amer Bus Ed 
Y 18: 207-28 
Extracurricular activities. Helen H. Green. 
Amer Bus Ed Y 18: 101-22 
Guidance in business education. Margaret E. 
Andrews. Amer Bus Ed Y 18: 53-70 
Guides to the business teacher as a researcher. 
a Ellen Oliverio. Amer Bus Ed Y 18: 
The highlights of research and its implications 
for the business teacher. Sister Edith Marie. 
Cath Bus Ed R 13: 24-30 Fall 
Implications of research in basic business. 
-- :; A. Porter. N Bus Ed Q 29: 3-7, 44 
r 
Implications of research in bookkeeping. F. 
Wayne House. N Bus Ed Q 29: 18-21 Mr 
Implications of research in shorthand and 
transcription. Inez Frink. N Bus Ed Q 29: 
13-17 Mr 
Implications of research in _ typewriting. 
Harves Rahe. N Bus Ed Q 29: 8-12 Mr 
Informal research by the classroom teacher. 
American Business Education Yearbook, 
Vol. XVIII, 1961. Earl A. Dvorak, ed. 
Joint Publication Commission of the East- 
ern Business Teachers Association and the 
National Business Teachers Association. 
New York University Bookstore, 18 Wash- 
ington Place, New York 3, New York. 
276 p $5 
The 1959 research award study: Guiding the 
teacher trainee’s development of the quali- 
fications of an effective teacher—with spe- 
cial application to the business teacher. 
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RESEARCH (continued) 
Dorothy E. Crunk, Delta Pi Epsilon J 3: 
9-32 Jl 

Office practice. Helen B. Borland. Amer Bus 
Ed Y 18: 178-93 

Operations research—management’s crystal 
ball. Inter Rev for Bus Ed 58: 95-103 N 

The over-all business curriculum. Albert C. 
Fries. Amer Bus Ed Y 18: 45-52 

Placement and follow-up. Robert A. Lowry. 
Amer Bus Ed Y 18: 71-87 

Research as a method of self-improvement. 
Stephen M. Corey. Amer Bus Ed Y 18: 
5-16 

Research for classroom teachers. I. David 
Satlow. See issues J Bus Ed 

Research for today’s business teacher. Ruth I. 
Anderson. N Bus Ed Q 29: 2 Mr 

Research in business education completed or 
under way in 1960. Hollis Guy. N Bus Ed 
Q 29: 22-44 Mr : 

Research studies of the secretary and her 
work. Mary Ellen Oliverio. Sec 21: 4-5 Je 

Shorthand and transcription. Ryth I. Ander- 
son. Amer Bus Ed Y 18: 125-38—~ 

~ Typewriting. John L. Rowe and John C. 
Peterson. Amer Bus Ed Y 18: 139-61 

RETAILING 

A hundred and one problem situations facing 

. salespeople employed in retail selling. De- 

partment of Distributive Education, In- 
diana University, Bloomington, Indiana. 
112 p $2 

Perceptions of retailers and retail educators 
toward retail education in the California 
state colleges. Robert E. Hampton. J Bus 
Ed 37: 114D 

Problems in retail merchandising, 5th ed. John 
W. Wingate and others. Prentice-Hall. 335 
p $4.95 

REYNOLDS, Doris 

Flying liberal arts seminar. Sec 21: 18-19 Ja 

REYNOLDS, V. L. 

Effective secretarial technique. Sec 21: 10- 


11 Ap 
RHEA, John Allan 
What’s happened to the office manager? 
Admin Mgt 22: 12-14 Jl 
RICE, Louis A. 
See Sferra, Adam 
RICHARDSON, Nina K. 
Teaching the blind to type. Bal Sheet 42: 
257-59 F 
RIDDLE, A. E. 
Work experience—a must for business teach- 
ers. Bus Ed Forum 15: 26-27 F 
RIGGS, Orville . 
Instructional accounting programs in church- 
related colleges. Indiana University, Ph.D. 
thesis 60; J Bus Ed 36: 347 My; N Bus Ed 
Q 30: 46-47 O 
RITTENHOUSE, Arlene 
See Tenikat, Madeline P. 
ROBERTSON, Leonard 
Supervision—a look from the bottom up. N 
Bus Ed Q 29: 28-32, 53 My 
ROBINSON, Jeanette R. 
A worthwhile experiment in merchandising. 
H Points 43: 46-50 O 


Business Education Index 


ROBINSON, Jerry W. 
Placement testing in typewriting. Bus Ed 
Forum 16: 23, 28 D 
Procedures for refining typewriting tech- 
oom. J Bus Ed 36: 155-56 Ja; 199-200 


ROBINSON, O. Preston and others 
Successful retail salesmanship, 3rd ed. Pren- 
tice-Hall. 467 p $5.95 
ROGERS, Stella 
Notehand at Bellevue high. Bus Tchr 38: 5 


Ap 
ROLLASON, Peggy Norton 
Chancellor of the exchequer. Today’s Sec 
64: 22-23, 47 D 
Charting your course for 61. Today’s Sec 63: 
17, 22 Ja 
From business to books. Today’s Sec 64: 35- 
36,5758 
ROMAN, John C. 
Automation’s challenge to business education. 
Bus Ed World 42: 21-22 N 
Cincinnati uses community resources to sup- 
plement instructional program. Bal Sheet 
42: 340-43, 345 Ap 
Emerging curriculum patterns for business 
education in the sixties. Cath Bus Ed R 12: 
33-38 Ap 
—_ machines survey. Bal Sheet 43: 122-24 


ROMANIAK, Sister Mary Lauretine i 
A comparative study of the value eT. 
side assignments on achievement in first 


year bookkeeping. Catholic University,” 


M.A. thesis ’60 
ROOT, Kathleen Berger and Edward Byers 
Gregg text-tapes—medical dictation and tran- 
scription. Gregg. 10 reels. $125 net, plus 
postage 
ROSA, Ercole 
College training for office management. Office 
Exec 36: 15-18 Je 
ROSENBERG, R. Robert 
Ask the experts. See issues Today’s Sec 
College business mathematics, 3rd ed. Gregg. 
420 p $5.75 
Legal terms in Gregg shorthand. Today’s Sec 
63: 47-48 F 
Principles and problems in college business 
mathematics: a text-workbook, 3rd ed. 
Gregg. 224 p $3 
See also Lista Blanco, Jesus 
and William G. Ott 
College business law, 2nd ed. Gregg. 570 p $5 
ROSENBLUM, Irving 
— lank and lean. J Bus Ed 36: 161-63 
a 





Sign language. H Points 43: 48-49 My 
ROSENWINKEL, Howard C. 

Evaluative criteria for distributive education: 
instructional activities. Bus Ed Forum 15: 
18-20 Ap 

See also Meyer, Warren G. 

ROSS, Bill D. 

Ten top tips from typists. Bus Sch Exec 

Digest 2: 18-20 Mr-Ap 
ROSS, Carl E. | 

Industrial sales-training programs given to 

college graduates in a selected group of 


To 
RO 
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ROSS, Carl E. (continued) 
manufacturers. Kansas State College of 
Pittsburg, M.S. thesis 60 

ROTHKOPF, Ernest Z. 

A do-it-yourself kit for programmed instruc- 
tion. Delta Pi Epsilon J 3: 28-32 Ap 

ROU, Martha Burdette 

My new love—junior high typing. Bus Tchr 

38: 8-9 F 
ROWE, John L. 
An audit, an analysis, an appraisal, and a 
program for action. NABTE Bul 74: 2-3 
Let’s not bury our heads in the sand. N Bus 
Ed Q 30: 3-4 D 
Trends in business correspondence. CBEA 
Bul 19:20 
and John C. Peterson 

Typewriting. Amer Bus Ed Y 18: 139-61 
ROWE, Kenneth L. 

An Iowa supplement correlated with applied 
business law, seventh edition, by Fisk and 
Snapp. lowa State Teachers College, M.A. 
thesis *60 

RUDD, Connie 

Analysis of business education. Sul Ross State 

College, M.A. thesis ’60 
RUEGG, Robert J. 

Touch training on the ten-key keyboard. J 
Bus Ed 36: 296-300 Ap 

See also West, Leonard J. 

RUPP, Evelyn J. 

Office motivation—a constant challenge. Ohio 

Bus Tchr 21: 40-41 Ap 
RUSHER, Jack E. 

A survey of the courses offered and office 
machines used in the business education 
departments of a selected group of sec- 
ondary public schools in northeastern Okla- 
homa. Kansas State College of Pittsburg, 
M.S. thesis ’60 

RUSSELL, Raymond B. 

Challenges to business education. Bus Ed 

Newsletter 8: 3, 14 Ap 
RUSSON, Allien R. 

Aiding your typewriting grading Bus Ed 

Forum 16: 29, 440 
RYAN, Brother Leo V. “ 

The business curricultim in the space age. 
Cath Bus Ed R 12: 24-29 F 

Business teacher must be dedicated. Bal Sheet 
42: 388, 415 My 

Develop quality in business education. Bal 
Sheet 42: 195 Ja 

The role of the business educator in contem- 
porary society. Cath Bus Ed R 12: 8-12 Ap 





SALESMANSHIP 

Bring business into your classroom. Boyd G. 
Plymire. Bus Tchr 38: 8-9 Ap 

A course of study for the teacher of sales- 
manship. Joseph V. Incorvaia. University 
of Southern California, M.S. thesis ’60 

Getting out of the selling rut. William B. 
Logan. Bus Tchg Aid M-4, Prentice-Hall. 
2 p Free 

A hundred and one problem situations facing 
salespeople employed in retail selling. De- 
partment of Distributive Education, In- 
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SALESMANSHIP (continued) 
diana University, Bloomington, 
112 p $2 

sadeenind sales-training programs given to 
college graduates in a selected group of 
manufacturers. Carl E. Ross. Kansas State 
College of Pittsburg, M.S. thesis 60 

Nine loaded questions. Sydelle Brown. H 
Points 43: 59-60 My 

The relationship between creative thinking 
and sales productivity of experienced fe- 
male salespeople. Harold R. Wallace. Uni- 
versity of Minnesota, M.A. thesis *60; N 
Bus Ed Q 30: 60 O 

Sales promotion, 2nd ed. Alfred Gross. Ron- 
ald. 522 p $8.50 

Salesmanship courses have carry-over power. 
George P. Barber. Bus Ed World 42: 27 D 

Salesmanship: helping prospects buy, 3rd ed. 
C. A. Kirkpatrick. South-Western. 530 p 
$6.50 

Successful retail salesmanship, 3rd ed. O. 
Preston Robinson and others. Prentice-Hall. 
467 p $5.95 

Successful salesmanship, 4th ed. Paul W. Ivey 
and others. Prentice-Hall. 454 p $6.95 

SALRIN, James C. 

A study of the factors contributing to the ad- 
visability of the adoption of data processing 
equipment. Ball State Teachers College, 
M.A. thesis ’60 

SAMUELSON, Paul A. 

Economics, Sth ed. McGraw-Hill. 

$7.50 


SANDERS, George 
See Armstrong, Donovan R. 
SANDRY, Esther 
Clerical office practice set. Pitman. 69 p $.88 
Supplies for typewriting office practice set. 
Pitman. 136 p $1.80 
Typewriting office practice set. Pitman. 48 p 
$.80 


SANDS, Robert O. 
~ A survey of 1960 seniors of eight high schools 
in the Appleton area to determine their 
knowledgé of and interest in post-high 
sche6l technical training. University of 
‘Wisconsin, M.S. thesis °60; N Bus Ed Q 
30: 47-48 O 
SANFORD, Robert 
Some loose talk about and with computers. 
Cath Bus Ed R 12: 8-18 Je 
SARTHOU, Adelina 
A survey to determine the educational needs 
of secretaries in service. San Francisco 
State College, M.A. thesis 60; N Bus Ed 
Q 30: 48 O 
SASS, Esther 
Advanced typing projects. Pitman. 64 p $1.32 
SATLOW, I. David 
Current thought on the teaching of book- 
keeping. J Bus Ed 37: 19, 22-240 
Effective teaching techniques for general busi- 
ness—utilizing student experiences. Bus Ed 
World 42: 11-13 O; Motivating learning 
through problem situations. 29-31 N; Con- 
ducting discussions. 25-26, 29 D 
Research for classroom teachers. See issues J 
Bus Ed 


Indiana. 


863 p 
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SAWYER, N. Mae 

Ask the experts. See issues Today’s Sec 
SCANLON, Burt K. 

After you automate, then what? Office Mgt 
‘22: 30-32 Mr 
SCHACHTER, Norman 

English the easy way, 2nd ed. South-Western. 
220 p $1.56 

SCHANTZ, Lois A. 
Assimilating office problems in the classroom. 
Bus Ed Observer 33: 6-7, 20 Fall 
SCHEER, Wilbur 
What is a secretary? Sec 21: 5 N 
Words. Office Exec 36: 19-21 N 
SCHEINGOLD, Helen and Simon A. Duchan 

Improving the accuracy of typing of low- 

ability students. CEA Y 23: 155-65 
SCHLEGEL, Sister Mary Joan 

A study of the problems involved and the 
techniques used in teaching transcription in 
selected Catholic high schools in New Eng- 
land. Catholic University, M.A. thesis 60; 
N Bus Ed Q 30: 48-49 O 

SCHMIDLEIN, E. J., Jr. 

The early history of accounting. Delta Pi 

Epsilon J 4: 11-15 N 
SCHOLL, Adolph B. 

The city supervisor in the modern school. N 

Bus Ed Q 29: 18-23 My 
SCHRAMM, Edna M. 

A suggested course of study for office prac- 
tice at Lake Park high school, Medinah, 
Illinois. Northern Illinois University, M.S. 
thesis 60 

SCHRODER, Martha E. 
We need you. Ohio Bus Tchr 21: 33-34 Ap 
SCHROERING, Sister Mary Rosalia 

A survey of selected businesses in the Louis- 
ville, Kentucky, area, 1958-1959, to provide 
a basis for the development of a clerical 
practice course for seniors of Assumption 
high school. Catholic University, M.A. 
thesis ’60 

SCHUESSLER, Raymond 

Technical secretaries—a new career. J Bus 

Ed 36: 245 Mr 
SCOLNICK, Arnold H. 

An advanced placement program for college- 
level business subjects. Bal Sheet 42: 346- 
47 Ap; H Points 43: 52-55 Je 

SCOTT, Kent H. 

An experiment to determine the value of 
teaching briefhand to high school students 
as a note-taking device. Ohio State Univer- 
sity, M.A. thesis 60; Ohio Bus Tchr 21: 
56, 82 Ap 

SCOTT, Mary H. 

Improving business education in a small 
school—an experiment. Amer Bus Ed 17: 
244-46, 255 My 

SCOTT, Wesley E. 

See Kirk, John G. 

SEARLE, Ora 

Teach machine transcription. J Bus Ed 37: 

96-97 D 
SEARS, Mildred L. 

Criteria for the selection of business teachers 
in secondary schools. University of Califor- 
nia at Los Angeles, Ed.D. thesis ’60 


Business Education Index 


SECRETARIAL training 
Ask the experts. Madeline S. Strony. See is- 

sues Today’s Sec 
Brighter secretarial horizons. Lura L. Straub. 
Bus Tchg Aid Q-2, Prentice-Hall. 2 p 


Free 

Bulletin boards for secretarial training class. 
Ruth C. Beede. Bus Ed World 41: 28-29 
Ap 

Gregg secretarial training records. Dorothy 
E. Lee and Robert L. Grubbs. Gregg. 6 rec- 
ords, 45 rpm. $21 net, plus postage 

The last round. Florence Elaine Ulrich. Bus 
Tchr 38: 31 My-Je 

Legal office practice for the legal secre- 
tary. Mildred Pallas. J Bus Ed 36: 249-51 

r 


Orientation for the prospective medical secre- 
tary. Wallace D. Hunter. University of 
Denver, M.B.A. thesis ’60 

Policies in determining credit allocation for 
secretarial science courses on the collegiate 
level. Helen H. Green. N Bus Ed Q 30: 
44-54 D 

Provide realistic situations for your future 
secretaries. Rosemary E. Ullrich. Bus Ed 
World 41: 14-15, 34 F 

Reading improvement for secretaries. Shirley 
A. Kleis. Sec 21: 18,21 N 

A secretarial and clerical training program. 
Myron A. Phillips. Amer Bus Ed 17: 266, 
271 My 

Secretarial education for future business 
teachers. NABTE Bul 74: 25-26 

Secretarial office practice for colleges, 4th ed. 
John A. Pendery and Theodore Woodward. 
South-Western. 242 p $3.76 ’60 

Secretarial programs in colleges and univer- 
sities. Robert M. Kessel. Bus Ed Forum 16: 
18-20 O 

Secretarial specialization, what are we doing 
about it? Marie Zweegman Yates. Bal Sheet 
43: 57-59,77O 

Secretarial training in a large school in Idaho. 
Nell A. Iddings. Amer Bus Ed 17: 258-60 


y 

Secretarial training in an Alabama school. 
Marie Ann Oesterling. Amer Bus Ed 17: 
267-68, 271 My 

Selected bases for outstanding secretarial and 
clerical programs. Lawrence W. Erickson. 
Ball State CJ 32: 4-6, 15 F 

Sixth sense—secretarial sense. Elgie G. Pur- 
vis. J Bus Ed 36: 152-54 Ja 

Specifics for intangibles in personal develop- 
ment. Dorothy Lee. Bus Ed Forum 16: 27 D 

A study of legal terminology pertinent to the 
educational preparation of the legal secre- 
tary. Sister Mary Jeanne Ita. Boston Uni- 
versity, Ed.D. thesis 60; N Bus Ed Q 30: 
24-25 O 

A survey to determine the educational needs 
of secretaries in service. Adelina Sarthou. 
San Francisco State College, M.A. thesis 
60; N Bus Ed Q 30: 48 O 

Teach machine transcription. Ora Searle. J 
Bus Ed 37: 96-97 D 

Whatever happened to the male secretary? 
R. DerMont Bell. J Bus Ed 36: 194-96 F 
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To Professional Writing in 1961 


SECRETARIES 

Attitudes and aptitudes. Eileen M. Greco. 
Sec 21: 6-7, 31 Je 

Charting your course for 61. Peggy Norton 
Rollason. Today’s Sec 63: 17, 22 Ja 

The critical requirements for private secre- 
taries based upon an analysis of critical 
incidents. Eugene J. Kosy. J Bus Ed 36: 
259 Mr 

Effective secretarial technique. V. L. Reyn- 
olds. Sec 21: 10-11 Ap 

The executive secretary in business today. 
Phyllis R. Zeisel. Sec 21: 21-23 Ap 

From business to books. Peggy Norton Rolla- 
son. Today’s Sec 64: 35-36, 57S 

The grand alliance. Art Levy. Sec 21: 4-5, 29 


Ap 

Help for the harried—are you desk-con- 
scious? Today’s Sec 64: 28 N 

Management’s right hand. L. Millard Collins. 
Office Exec 36: 47 F 

Mrs. Secretary. See issues Today’s Sec 

Reference manual for stenographers and typ- 
ists, 3rd ed. Ruth E. Gavin and E. Lillian 
Hutchinson. Gregg. 192 p $1.88 

Requisites for beginning stenographers and 
secretaries, as suggested by selected em- 
ployers in St. Louis. Sister Mary Veronica 
Sudholt. Catholic University, M.A. thesis 
60 

Research studies of the secretary and her 
work. Mary Ellen Oliverio. Sec 21: 4-5 
Je 

The road to secretarial authority. Marilyn 
French. Today’s Sec 63: 24-25, 59 Ap 

The role of the executive secretary as a mem- 
ber of management. Honora M. Noyes. 
University of Maryland, Ed.D. thesis ’60; 
J Bus Ed 36: 215 F; N Bus Ed Q 30: 38- 


390 
Secretarial professionality. E. R. Zack. Sec 
21: 6-7 My 


Secretaries and the space age. W. L. Whitson. 
Sec 21: 19, 25 N 

The secretary and her job. Fred J. Hafling. 
Sec 21: 12-13, 28 Ja 

The secretary in law. Kay Griffith. Sec 21: 
20-22 S 

The secretary in medicine. Margaret Griffith. 
Sec 21: 18-20 O 

The secretary in religion. Nadeene Country- 
man. Sec 21: 12-13 D 

The secretary in space. Bonnie Holmes. Sec 
21: 16-17 Jl 

Secretary of the year. Sec 21: 14-15 Ag 

The secretary sets the pace in an office. Mar- 
gie Ray Dick. Sec 21: 4, 30 Ja 

Success formula for your secretary. Evelyn 
G. Day. Sec 21: 22-23 Je 

Technical secretaries—a mew career. Ray- 
mond Schuessler. J Bus Ed 36: 245 Mr 

There is a demand for male secretaries! Bus 
Tchr 39: 14N 

20 questions for secretaries. Eugene L. Swear- 
ingen. Sec 21: 25 F 

Walk worthy of your profession. Evelyn G. 
Day. Sec 21: 3, 10 Ag 

What is a secretary? Wilbur Scheer. Sec 21: 
5 N 
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SECRETARIES (continued) 

What your secretary thinks. Bruce Davenport. 

Sec 21: 16-19 F 
SELDEN, William 

Criteria for selection of stenographic stu- 
dents. J Bus Ed 37: 105-106 D 

Guidance for business education. Bus Tchg 
Aid Z-2, Prentice-Hall. 2 p Free 

Is business education vocational education? 
Bus Ed World 41: 19, 30 Ap 

Plans and specifications for a business educa- 
tion department. Systems for Ed 8: 8-9 

Prognosis for business subjects. Bus Tchg Aid 
Z-3, Prentice-Hall, 2 p Free 

Trends in typewriting. Bus Ed Observer 33: 
3, 19 Fall 

SEWALL, Charles L. and Nelson G. Copp 

A guidance program at a junior college 
of business. Bal Sheet 42: 212-14, 240 
Ja 

SEXTON, Sister Loretta 

A follow-up study of the 1954-1958 St. Mary 
high school business graduates to deter- 
mine the effectiveness of their training, with 
implications for curriculum revision. Bos- 
ton University, Ed.M. thesis ’60 

SFERRA, Adam, Mary Elizabeth Wright, and Louis 
A. Rice 

Personality and human relations, 2nd ed. 

Gregg. 214 p $3.75 
SHAFFER, Dale E. 

The teacher is a manager. Ohio Bus Tchr 21: 

21-23 Ap 
SHAFFER, Richard G. 

Try these techniques in clerical practice class. 

Bus Ed World 42: 23S 
SHANKEL, Carolyn M. 

A study of the status of certified shorthand 
reporters in the state of Kansas. Kansas 
State College of Pittsburg, M.S. thesis ’60; 
N Bus Ed Q 30: 49 O 

SHAW, Julia 

A course of study for teaching business Eng- 
lish in junior college. University oi South- 
ern California, M.S. thesis ’60 

SHAW, Nathaniel 

The role of the private business schools in 
meeting the insistent demands of business 
for more and better-trained office personnel 
in the 1960’s. CEA Y 23: 179-85 

SHAW, Roy T. 

See Taylor, Weldon J. 
SHAW, T. T. 

Tax clinic. See issues J Accy 
SHELLEY, A. Bernard R. 

Accreditation of business writing for English. 
ABWA Bul 25: 13-16 My 

SHEPHERD, Reginald W. 

Job competences—an approach to the ap- 
praisal of business education. J Bus Ed 36: 
258 Mr 

SHERIDAN, Ardis F. 

Preview the need for an FBLA chapter. Bal 

Sheet 43: 154-55 D 
SHERRILL, Hunting 

A statewide program of adult classes in busi- 
ness education. Bus Ed Forum 15: 17-19 
Ja 
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SHILT, Bernard A. and W. Harmon Wilson 
Business principles and a 4th ed. 
South-Western. 696 p $4.4 
SHIPPY, Elsie Leah 
Testing: an important part of high school 
typewriting. J Bus Ed 36: 333-34 My 
SHORTHAND 
Adult classes in shorthand. James Harper. 
Bus Ed Forum 15: 12-15 Ja 
Ask the experts. Charles E. Zoubek. See is- 
sues Today’s Sec 
Banking terms in Gregg shorthand. Today’s 
Sec 64: 45-46 S 
Changes in Gregg shorthand. Marjorie Morse 
Connelly. J Bus Ed 37: 114 D 
Conflicting opinions of teachers concerning 
the status quo of shorthand. William J. 
Karaim. University of North Dakota, M.S. 
thesis 60; N Bus Ed Q 30: 27-28 O 
Criteria for selection of stenographic students. 
William Selden. J Bus Ed 37: 105-106 D 
Criteria in establishing an undergraduate 
shorthand methods course—a prospectus. 
Gerald L. Timm. University of North Da- 
kota, M.S. thesis 60; N Bus Ed Q 30: 55- 
560 
Data processing terms in Gregg shorthand. 
John P. Munsinger. Today’s Sec 63: 43- 
44 Mr 
Dental terms in Gregg shorthand. Today’s Sec 
63: 39-40 My 
The development and construction of a study 


guide for a home-study course in brief- © 


hand. Ronald W. Hallstrom. Northern Illi- 
nois University, M.S. thesis *60 

The development of a shorthand aptitude test 
using recognized shorthand strokes in its 
construction. Charles V. Allyn. Boston 
University, Ed.D. thesis 60; N Bus Ed Q 
30:70 

The effect on transcription speed when type- 
writing is taught by means of shorthand 
outlines. Charlene Mordy. University of 
Wisconsin, M.S. thesis 60; N Bus Ed Q 
30: 36-37 O 

Effective homework—the key to a success- 
ful shorthand program. Russell D. Madsen. 
Bal Sheet 42: 392-94, 414 My 

The effectiveness of high school bookkeeping 
and shorthand grades as indicators of col- 
lege success. Esther E. Anderson. J Bus Ed 
37: 7ON 

Electronics terms in Gregg shorthand. E. A. 
Patchen. Today’s Sec 64: 49-50 O 

Enthusiasm builds interest in the notehand 
course. Sarah Pyles. Bus Ed World 42: 13, 
32 D 

An error analysis of thirty-one selected brief 
forms in dictation notes of second-semester 
high school students. Edgar Ray Smith. 
University of Tennessee, M.S. thesis ’60 

Essentials of Gregg shorthand. Louis A. Les- 
lie, Charles E. Zoubek, and James Deese. 
Gregg. 192 p $3.75 

The establishment and implementation of 
guiding principles for motivation in teach- 
ing shorthand. Edgar Bollinger. University 
of North Dakota, M.S. thesis 60; N Bus Ed 
Q 30: 110 


Business Education Index 


SHORTHAND (continued) 

An experiment to determine the value of 
stressing thought units during the first 
semester of shorthand. Frances L. Lipovac. 
Ohio State University, M.A. thesis 60 

An experiment to determine the value of 
teaching briefhand to high school students 
as a note-taking device. Kent H. Scott. 
Ohio State University, M.A. thesis °60; 
Ohio Bus Tchr 21: 56, 82 Ap 

Factors which contribute to difficulty of short- 
hand dictation materials. Mildred Hille- 
stad. University of Minnesota, Ph.D. thesis 
60; J Bus Ed 36: 305 Ap; N Bus Ed Q 30: 
22-23 O 

Fifteen stimulants for teaching Gregg short- 
hand. Madeline S. Strony and Howard L. 
Newhouse. Bus Tchr 38: 13 My-Je 

For an “a,” think of the half crown. . . Char- 
lotte Jorgensen. Bus Ed World 41: 10-11 Je 

Fourth-semester shorthand. Martha L. Miller. 
Bus Tchg Aid Q-1, Prentice-Hall. 6 p Free 

Graphic arts terms in aes shorthand. To- 
day’s Sec 64: 42-43 N 

Gregg shorthand simplified puzzle. See issues 
Today’s Sec 

Gregg text-records—building skill in note- 
making. Elizabeth T. Van Derveer and 
Dorothy E. Lee. Gregg. 6 records, 45 rpm. 
$13.75 net, plus postage 

Help for the harried—organizing a shorthand 
notebook. Today’s Sec 64: 28S 

A history of selected studies in shorthand 
prognosis from 1914 to 1960. Irene R. 
Tschider. University of North Dakota, 
M.S. thesis 60; N Bus Ed Q 30: 57 O 

Homework queries. Charles E. Zoubek. Bus 
Tchr 39: 21 N 

How to use multiple-channel tape dictation 
in shorthand—how to set up and use the 
equipment. Russell J. Hosler and Ellen L. 
Lensing. Bus Ed World 42: 9-11, 30 S; 
— procedures and results. 25-26, 


The impact of notehand. Herbert A. Tonne. 
J Bus Ed 37: 54-56 N 

Implications of research in shorthand and 
transcription. Inez Frink. N Bus Ed Q 29: 
13-17 Mr 

Incorporate economic concepts in the teach- 
ing of shorthand. Madeline P. Tenikat, 
Arlene Rittenhouse, and Janet Carlson. J 
Bus Ed 36: 239-41 Mr 

Instructions for giving Gregg awards tests. 
— L. Newhouse. Bus Tchr 39: 21 

Is shorthand a dying subject? William J. 
Karaim. Bus Ed World 42: 23 D 

Is shorthand success predictable? Berle Hagg- 
blade. J Bus Ed 36: 335-36 My 

J. Stirling Morton high school and junior col- 
lege, Cicero, Illinois, uses tapes, language 
laboratories, and team teaching. Walter L. 
Cooper. Nat Assn Sec Sch Prin Bul 45: 
79-84 Ja 

Learning difficulties in shorthand. Mildred 
Hillstead. Bus Ed Forum 16: 15-170 

Legal terms in Gregg shorthand. R. Robert 
Rosenberg. Today’s Sec 63: 47-48 F 
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SHORTHAND (continued) 


Multiple reading plan aids shorthand teach- 
ing. Archie Thomas. Kansas Bus Tchr 14: 
4-6,9 Mr 

My experience with Gregg notehand .. . in- 
cluding some teaching devices. Angela Her- 
genroeder and others. Bus Tchr 39: 5 N 

New basic course. Pitman. 192 p $3 

Ninth-grade academic students learn note- 
hand. Elizabeth T. Van Derveer. Bus Ed 
World 31: 7-9, 32 Je 

No questions, please! Charles E. Zoubek. 
Bus Tchr 39: 25 S-O 

Notehand at Bellevue high. Stella Rogers. 
Bus Tchr 38: 5 Ap 

Notehand introduced this year. VBE Bul 16: 


60 

100 or 0! Charles E. Zoubek. Bus Tchr 38: 
21 Ap 

Paper terms in Gregg shorthand. Today’s Sec 
64: 35-36 D 

Photography terms in Gregg shorthand. Lee 
Friedman. Today’s Sec 63: 37-38 Je 

Pitman theory and transcription tests. See 
issues Pitmanite 

Practice drills and notemaking exercises for 
Gregg notehand. Louis A. Leslie, Charles 
E. Zoubek, and James Deese. Gregg. 160 
p $1.80 

Pretranscription instruction. Helen L. Flow- 
ers. Bus Ed Forum 16: 23, 29 N 

Problems of teachers of college shorthand 
and transcription. Amer Bus Ed 17: 143- 
44 Mr 

Problems of teachers of high school elemen- 
mri shorthand. Amer Bus Ed 17: 139-41 

r 

Providing for individual differences in short- 
hand from the beginning. Viola S. Fedor- 
czyk. Bus Ed Forum 15: 31, 38 My 

Public utility terms in Gregg seieet, E. 
A. Patchen. Today’s Sec 63: 51-52 Ap 

The relationship between certain psychologi- 
cal tests and shorthand achievement at 
three instructional levels. Mary Jane Lang. 
University of Missouri, Ed.D. thesis °60; 
J Bus Ed 37: 290 

The role of the shorthand teacher. Marie 
Benson. Bus Ed Forum 16: 20-22 O 

Rx for effective shorthand teaching—strategy 
for second semester shorthand. Robert L. 
Grubbs. Bus Ed World 41: 25-28 Ja; How 
to build skill in second semester shorthand. 
23-28 F; Tests and grades in second semes- 
ter shorthand. 43-46 Mr; An approach to 
transcription. 21-24, 27 Ap; Transcription 
planning. 26-28, 34 My; Student self- 
appraisal in transcription. 23-28 Je 

The saga of Gregg shorthand. F. Addington 
Symonds. Bus Ed World 41: 7-12, 30 Ja; 
17-23 F; 25-27 Ap; 29-33 My 

The second semester of shorthand. Charles 
E. Zoubek. Bus Tchr 38: 21 F 

Second semester Q’s and A’s. Charles E. 
Zoubek. Bus Tchr 38: 21 Mr 

A short history of stenography up through 
the fifth century. Father Raphael Stovik. 
University of North Dakota, M.A. thesis 
60; N Bus Ed Q 30: 53 O 
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SHORTHAND (continued) 


Shorthand. Dorothy H. Veon and others. 
Amer Bus Ed 18: 17-21 O 

Shorthand and transcription. Ruth I. Ander- 
son. Amer Bus Ed Y 18: 125-38 

Shorthand and transcription: some research 
findings and observations. Inez Frink. Bus 
Ed Forum 16: 13-15 O 

Shorthand corner. Richard A. Hoffmann. See 
issues Bus Ed World 

Shorthand dictation for better English. Leon- 

ard J. Porter. Prentice-Hall. 17 p $1.25 

“a prepaid 

Shorthand dictation speed tests for Gregg 
awards. See issues Bus Tchr 

Shorthand dictation studies, 3rd ed. Wallace 
B. Bowman and Mary Ellen Oliverio. 
South-Western. 674 p $3.60 

Shorthand in the 60’s. Arnold Condon. Bus 
Ed Forum 16: 90 

Shorthand vocabulary’s relationship to dic- 
tation achievement. Harriet A. Danielson. 
Bus Ed Forum 15: 21, 27 F 

Some things to say and reiterate in your 
shorthand classes. Viola DuFrain. Bus Ed 
Forum 15: 29, 37 Ap 

Sound teaching methods for shorthand. 
Marion Angus. Bus Ed Forum 16: 17-18 O 

Space terms in Gregg shorthand. Today’s 
Sec 63: 39-40 Ja 

Study in teaching shorthand using tables, 
text, and special notebooks. Lars G. Cran- 
dall. Colorado State College, Ed.D. thesis 
’°60; N Bus Ed Q 30: 15-160 

A study of the official circuit court reporters 
in the twenty judicial districts of Illinois 
for the vocational guidance of students. 
Arsicel C. Reese. Southern Illinois Univer- 
sity, M.S. thesis 60; N Bus Ed Q 30: 45- 
460 


A study of the readability of Gregg short- 
hand textbooks. Ernest William Madrid. 
University of Southern California, M.S. 
thesis 60; N Bus Ed Q 30: 31 0 

A study of the readability of Gregg short- 
hand textbooks from shorthand plates. 
Dorothy W. Wallace. University of South- 
ern California, M.S. thesis 60 

A study of the relationship between ability 
measures and success in beginning and 
advanced shorthand. Virginia Van Kirk. 
University of Southern California, M.S. 
thesis 60 

A study of the status of certified shorthand 
reporters in the state of Kansas. Carolyn 
M. Shankel. Kansas State College of Pitts- 
burg, M.S. thesis 60; N Bus Ed Q 30: 
490 

A study of the vocational usage of shorthand 
by the 1955, 1956, and 1957 graduates of 
St. Vincent Ferrer high school, New York 
City. Sister Rose Clement Statler. Catholic 
University, M.A. thesis 60; N Bus Ed Q 
30: 51-52 O 

A study to determine the feasibility of an 
accelerated shorthand program in the sec- 
ondary schools conducted by the Sisters of 
Mercy. Sister Mary Donna Mee. Northern 
Illinois University, M.S. thesis ’59 








52 


SHORTHAND (continued) 

A study to determine the feasibility of using 
a time-penalty scoring procedure for short- 
hand dictation and transcription tests. 
Elaine Blumhagen. Iowa State Teachers 
College, M.A. thesis ’60 

Sure-fire devices to kill the enthusiasm of the 
most enthusiastic shorthand class. Charles 
E. Zoubek. Bus Tchr 39: 21 D-Ja 

Teaching a personal-use shorthand. Gordon 
J. Malone. Bus Ed Forum 16: 22-23 O 

Teaching aids for shorthand. Lloyd Gaskins. 
VBE Bul 16:50 

The teaching of shorthand and transcription. 
Sister M. Therese. Cath Bus Ed R 13: 33- 
36 Fall 

Teaching typing and shorthand in the same 
room at the same time. Armanda R. 
Atencio. Bus Ed World 41: 14-15, 31 Ja 

Three-dimensional shorthand. Margaret E. 
Andrews. Bus Ed Forum 16: 11-12 O 

The validation of terminology peculiar to 
the teaching of Gregg shorthand and tran- 
scription based upon a word count of the 
articles in professional literature, short- 
hand methods textbooks, and _ teachers’ 
manuals. Delilah Mickelson Thornton. 
University of North Dakota, M.A. thesis 
60; N Bus Ed Q 30: 550 

Variations in the speed of writing of symbol 
combinations in Gregg shorthand. A. E. 
Klein. Alpha Chapter, Delta Pi Epsilon, 
New York University, Washington Square, 
New York 3, New York. 38 p 

Wanted: shorthand students. Orelie L. 
Ansolabehere. Bus Ed Forum 16: 22 D 

What’s new in shorthand education? Bill G. 
Rainey. J Bus Ed 36: 164-69 Ja; 37: 98- 
104 D 

Word-count formulas for stenography. Ver- 
non W. Stone. J Bus Ed 36: 283-84 Ap 

Word frequency applied to stenography. Lars 
G. Crandall. Education Digest 26: 46-47 
F 


Your first year of teaching shorthand and 
transcription, 2nd ed. Marion M. Lamb. 
South-Western. 314 p $4 

SHULTZ, Kenneth A. 

Business education in a large school in Penn- 

sylvania. Amer Bus Ed 17: 224-28 My 
SIELAFF, Theodore J. and John W. Aberle 
Introduction to business. Wadsworth. 590 p 


$6.95 
SILVERBERG, Ruth L. and others 

Work experience in office occupations. Amer 

Bus Ed 18: 31-38 O 
SIMMONS, Alzora R. 

A follow- -up study of the 1952 and 1953 
graduates of Dillard junior-senior high 
school, Fort Lauderdale, Florida, and an 
occupational survey of the Negro business 
community for the purpose of proposing 
a business education curriculum for the 
Dillard junior-senior high school. Univer- 
sity of Wisconsin, M.S. thesis °60; N Bus 
Ed Q 30: 49-50 O 

SIMONDS, Rollin H. 

College courses executives say they use. 

ABWA Bul 26: 10-18 D 


Business Education Index 


SIMPSON, Elaine 

Go beyond the covers of the typewriting 

textbook. Typ News 31: 2, 4 
SIMPSON, Martha J. 

A course of study for superior students in 
beginning typewriting. George Peabody 
College for Teachers, Ed.D. thesis ’60 

SINE, John M. 

Mail room equipment: addressing, collating, 
folding, inserting, postage, and related 
equipment. Admin Mgt 22: 64-82 Je 

Typewriters, carbon paper, and typewriter 
ribbons. Admin Mgt 22: 73-95 My 

SISTER Edith Marie 

The highlights of research and its implica- 
tions for the business teacher. Cath Bus 
Ed R 13: 24-30 Fall 

SISTER M. Germaine 

Typewriting motivation chart. Bal Sheet 

42: 384 Ap 
SISTER M. Therese 

A bookkeeping course of study. Cath Bus Ed 
R 12: 44-50 Je 

Plotting the course . . . 12 tips for smooth 
Sailing in transcription. Cath Bus Ed R 12: 
51-53 F 


The school curriculum integrated through 
religion. Cath Bus Ed R 12: 49-58 Ap 
The teaching of shorthand and transcription. 

Cath Bus Ed R 13: 33-36 Fall 
Why and how to improve instruction in 
as Bus Ed Forum 15: 32, 36 


y 
SISTER Marie Frances 
Books you will want to see. See issues Cath 
Bus Ed R 
SISTER Mary Gerard 
An instructional unit on negotiable instru- 
ments in business law. Boston University, 
Ed.M. thesis ’60 
SISTER Mary Leo 
An annotated bibliography of business text- 
books on the college level. Boston Univer- 
sity, Ed.M. thesis ’60 
SISTER Miriam 
NOMA business education conference. Cath 
Bus Ed R 13: 47-49 Fall 
SISTER Teresa Paul 
Let’s professionalize business education. Bal 
Sheet 43: 62-64, 95 O 
SIVINSKI, Joan 
See Frisch, Vern A. 
SLAUGHTER, Robert E. 
The social, cultural, and economic impor- 
tance of business education. Cath Bus Ed 
R 12: 12-13 F 
Trends in business education in our times. 
Cath Bus Ed R 12: 10-12 F 
SLAYMAKER, Shirley Temple 
An evaluation of the supervised teaching 
program for business teachers at Kansas 
state teachers college, Emporia. Kansas 
State Teachers College, M.S. thesis ’60 
SLOAT, Jules 
Look before you leap into EDP. Admin Mgt 
22: 20-22 Jl 
SLOCUM, J. B. 
Public relations—an aid to educators. Coll 
N & V 14: 12-13 Mr 
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SLOW learners 

Improving the accuracy of typing of low- 
ability students. Helen Scheingold and 
Simon A. Duchan. CEA Y 23: 155-65 

Simplify bookkeeping for your slower learn- 
ers. Enoch J. Haga. Bus Ed World 41: 12- 
13 F 

Suggestions for course offerings and tech- 
niques: appropriate for the teaching of the 
slow learner enrolled in the business edu- 
cation curriculum. Sister Mary Benedict 
Cleary. Catholic University, M.A. thesis 
60 


What happens to the reluctant learners? 
Myron J. Krawitz. Bus Ed World 41: 18- 
20 Je 

SLUDER, Lester and Carl B. Zoerner 

Collegiate business education. Amer Bus Ed 

18: 21-240 
SMITH, Anne M. 

A comparative study of current consumer 
information for the senior high general 
business course. University of Southern 
California, M.S. thesis ’60 

SMITH, Arthur, Jr. 

The American institute of banking’s course 

in letter writing. ABWA Bul 26: 26-28 D 
SMITH, Charles B. 

What makes an effective teacher? Bal Sheet 

43: 65-66 O 
SMITH, Daniel W. 
Fringe benefits in salary administration. 
Office Exec 36: 9-15 Jl 
SMITH, Doraleen 
See Patterson, Virginia 
SMITH, Edgar Ray 

An error analysis of thirty-one selected brief 
forms in dictation notes of second-semester 
high school students. University of Ten- 
nessee, M.S. thesis ’60 

SMITH, Edith T. 

The changing pattern of business education. 

Bal Sheet 42: 243 F 
SMITH, Gordon B. 
An experiment in elementary school typing. 
Bal Sheet 43: 103-104 N 
SMITH, H. D. 
See Hammond, W. R. 
SMITH, Robert Al 

Selection and placement of the distributive 

education student. Bus Ed Forum 15: 37 


My 
SMITH, Robert M. 

Automation revolution will affect every phase 
of U. S. economy. Office Mgt 22: 8-11, 
120 Ja 

The personnel paradox: people seek jobs 
7 jobs seek people. Office Mgt 22: 13- 


17 Ap 
SMITH, Sister Raphael 
The study of the technical business vocabu- 
lary possessed by eighth grade students of 
selected parochial schools in the diocese 
of Albany, New York. Catholic University, 
M.A. thesis ’60 
SMOCKE, Robert W. 
A study of the employment practices used in 
the selection of secretarial-stenographers 
in Milwaukee, Wisconsin. University of 
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SMOCKE, Robert W. (continued) 
Wisconsin, M.S. thesis °60; N Bus Ed Q 
30: 50-51 O 
SNEDEN, Robert W. 
The forces at work to help us. Bus Sch Exec 
Digest 2: 10-13 O-D 
SNYDER, Lois W. 
A follow-up study of the graduates of the 
St. Clair (Michigan) high school. Univer- 
sity of Michigan, M.S. thesis *60 
SOUERWINE, Andrew H. . 
Employee appraisals. Office Exec 36: 19-21 
Mr 


SOULE, Robert G. 

Bookkeeping: the personal-use objectives. J 
Bus Ed 36: 314 Ap 

Do we meet the personal-use objectives of 
bookkeeping? J Bus Ed 36: 197-98 F 

SPELLING 

Banking and finance. Future Bus Leader 15: 
8 Spring 

Develop good spellers with this transcription 
plan. Edward A. Perkins, Jr. Bus Ed World 
41: 22-23, 40 My 

The effect of typewriting instruction on the 
ability to spell. Louella H. Balcziak. Man- 
kato State College, M.S. thesis 60; N Bus 
Ed Q 30:80 

An experiment to determine the relative ad- 
vantage of improving spelling by type- 
writing as opposed to handwriting. Dallas 
Legris. Virginia Polytechnic Institute, M.S. 
thesis 60 

An experimental study of spelling improve- 
ment in typewriting. Luther F. Davis. Uni- 
a of Southern California, M.S. thesis 
6 


FBLA speller. See issues Future Bus Leader 
Memory aids for spelling. Leonard J. Porter. 
Bus Tchg Aid C-7, Prentice-Hall. 2 p Free 
Misspelled words count, too. Judith A. Burke. 
Bal Sheet 42: 247-49 F 
NOMA spelling and arithmetic programs 
motivate students. Irene Creager. Bus Ed 
Newsletter 9: 4-5,9 N 
Teach spelling at the typewriter. Antoinette 
DiLoreto. Bus Ed World 41: 22-23 My 
Thoze spelling deemuns. Ralph D. Owen. J 
Bus Ed 36: 339-41 My 
We can simplify spelling rules. Ethel Hale 
Blackledge. Bus Ed World 42: 27, 32 S 
Word teasers. E. Lillian Hutchinson. See 
issues Today’s Sec 
SPIEGEL, Henry W. 
Current economic problems, 3rd ed. Irwin. 
704 p $7.95 | 
SPONSELLER, Doris 
Plaudits—and challenges. ABWA Bul 25: 8- 
12 My 
SRNCIK, Robert 
Adult business education in Illinois junior 
colleges. Illinois State Normal University, 
MSS. thesis ’60 
STANDARDS 
The dilemma of performance standards. 
rpg E, Plunkett. Amer Voc J 36: 39-40 


Pp 
New straight-copy typewriting standards. 
VBE Bul 16:20 
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STANDARDS (continued) 

Standards do change. Fred Jarvis. Bus Ed 
Newsletter 9: 3, 13 N 

Standards for office personnel. Wilson Ashby. 
Bus Ed Forum 15: 4 My 

Standards for promotion of office employees. 
Kathleen Barnard. Bus Ed Forum 15: 5- 
8 My 

Standards should fit your objectives. Fred C. 
Archer. Bus Tchr 38: 15 F 

Suggestions for business teachers. Thomas 
M. Greene and Paul P. Plevyak. Bal Sheet 
43: 10-12, 46S 

STATHER, Donald G. 

The application of the rules of punctuation 
in typical business correspondence. Boston 
University, Ed.D. thesis 60; N Bus Ed Q 
30: 52 O 

STATLER, Sister Rose Clement 

A study of the vocational usage of shorthand 
by the 1955, 1956, and 1957 graduates of 
St. Vincent Ferrer high school, New York 
City. Catholic University, M.A. thesis °60; 
N Bus Ed Q 30: 51-52 O 

STEARN, Sandra 

Ten ways to a more successful boss-secretary 

team. Sec 21: 28-29 O 
STEHR, B. W. 

What the small-business employer expects of 
the new employee. Bus Ed Forum 15: 35- 
36 Ap 

STEINFELD, Solomon C. 

See Breidenbaugh, V. E. 

STEINHOPE, Andrew W. 

Up-dating business equipment in a Massa- 
chusetts school. Amer Bus Ed 17: 254-55 
M 


y 
STELTER, Gayle A. 

A work experience program in bookkeeping 
for one hour a day? Bus Ed World 42: 
28 D 

STEPHAN, Norman 

Teach job procurement. Bal Sheet 43: 48 S 
STEPHENS, Elton B 

Are you underpaid? Office Exec 36: 16 Jl 
STERNSHEIN, Phillip 

A study of the readability of business corre- 
spondence textbooks. University of South- 
ern California, M.S. thesis °60 

STEVENS, Eleanor M. 

Adequacy of certified professional secretary 
examination study materials in Northern 
Illinois university library. Northern Illinois 
University, M.S. thesis ’59 

STEWART, Jeffrey R., Jr. 

The files with the instant everything. Today’s 
Sec 63: 14-15, 46 My; 16-17, 49 Je 

See Kahn, Gilbert 

and Emma K. Felter 
Clerical practice. Amer Bus Ed 18: 24-27 O 
STEWART, Marie M., E. Lillian Hutchinson, Frank 
W. Lanham, and Kenneth Zimmer 

Business English and communication, 2nd 

ed. Gregg. 576 p $4.56 
STICKNEY, Rufus and Blanche Stickney 

Shorthand dictation techniques. Bus Tchg 

Aid S-5, Prentice-Hall. 2 p Free 
STOCKTON, Rose Alice 
A suggested course of study for ninth grade 
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STOCKTON, Rose Alice (continued) 
typewriting. University of Southern Cali- 
fornia, M.S. thesis *60 
STOLUROW, Lawrence M. and Leonard J. West 
Teaching machines and self-instructional pro- 
gramming. Delta Pi Epsilon J 3: 1-27 
A 


p 
STONE, Vernon W. 
Word-count formulas for stenography. J Bus 
Ed 36: 283-84 Ap 
STOVIK, Father Raphael 
A short history of stenography up through 
the fifth century. University of North 
Dakota, M.A. thesis 60; N Bus Ed Q 30: 
53 O 
STRAUB, Lura L. 
Brighter secretarial horizons. Bus Tchg Aid 
Q-2, Prentice-Hall. 2 p Free 
STRELOFF, Alexander N. 
Guide to public relations for junior colleges. 
Monograph C-8, South-Western. 33 p Free 
STRICKLER, Elbert C. 
Bookkeeping and accounting: a plan for 
teaching about bad debts. Bus Ed Forum 
16: 12-13 D 
STRONY, Madeline S. 
Ask the experts. See issues Today’s Sec 
Madeline Strony writes from down-under. 
Bus Tchr 39: 3 D-Ja 
and Howard L. Newhouse 
Fifteen stimulants for teaching Gregg short- 
hand. Bus Tchr 38: 13 My-Je 
SUDHOLT, Sister Mary Veronica 
Requisites for beginning stenographers and 
secretaries, as suggested by selected em- 
ployers in St. Louis. Catholic University, 
M.A. thesis 60 
SUNDSTROM, Olof 
Business education in Sweden. Inter Rev for 
Bus Ed 33: 77-79 O 
SURVEYS 
A comparison of the scholastic achievements 
of the athlete and non-athlete in Newark, 
Illinois, high school. Wayne L. Gilbertson. 
Northern Illinois University, M.S. thesis 
60 
Status of business education in the Catholic 
high schools of the San Francisco bay 
area. Edward Finnelly. San Francisco State 
College, M.A. thesis ’60 
A study of educational and economic advan- 
tages of Burlington, Iowa, as compared 
with selected cities of equal size. Richard 
L. Wagner. Mankato State College, M.S. 
thesis "60; N Bus Ed Q 30: 59-60 O 
A study of the educational and business ex- 
periences of the 1952-1958 secretarial grad- 
uates of Mount Ida, Newton Centre, 
Massachusetts. Helen L. Phillips. Boston 
University, Ed.M. thesis ’60 
A study of the educational and business ex- 
periences of the St. Patrick high school 
business graduates, Watertown, Massachu- 
setts. Sister Ann Miriam Hickey. Boston 
, Caen. Ed.M. thesis ’60 
A study of the office occupations in Palos- 
Orland, Illinois, employment area with 
implications for the improvement of the 
high school business education program. 
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SURVEYS (continued 
Robert J. Wolz. Northern Illinois Univer- 
sity, M.S. thesis 60 
A survey of 1960 seniors of eight high 
schools in the Appleton area to determine 
their knowledge of and interest in post- 
high school technical training. Robert O. 
Sands. University of Wisconsin, M.S. thesis 
60; N Bus Ed Q 30: 47-48 O 
A survey of the business education graduates 
of Bryant college from 1948 to 1959. 
Marie B. Cote. Boston University, Ed.M. 
thesis 60; N Bus Ed Q 30: 14-150 
A survey of the business education program 
in the secondary schools staffed by the 
schoo] sisters of Notre Dame in the United 
States, 1958-1959. Sister M. Theresa Mar- 
garet Killion. Boston University, Ed.M. 
thesis 60; N Bus Ed Q 30: 31, 34 O 
A survey of the 1954-59 business graduates 
of Amesbury high school, Amesbury, Mas- 
sachusetts. Julia M. Keoseian. Boston Uni- 
versity, Ed.M. thesis ’60 
SUZUKI, Masanori 
A comparative analysis of union-management 
cooperation and productivity in the United 
States and in Japan. Kansas State Teachers 
College, M.S. thesis ’60 
SWANSON, Marjorie 
Instructional units for personal-use typewrit- 
ing. University of Minnesota, M.A. thesis 


60 
SWANSON, Robert M. 
Basic business and economic education. Ball 
State CJ 32: 7-9, 16 My 
SWEARINGEN, Eugene L. 
20 questions for secretaries. Sec 21: 25 F 
See also Olson, Milton C. 
SWENSON, Curtis L. 

Students’ attitudes toward retail and sales 
occupations and factors in career selection. 
University of Minnesota, M.A. thesis °60; 
N Bus Ed Q 30: 53-540 

SWENSON, LeRoy H. 

A study of procedures used in the adminis- 
tration of practice sets in first-year book- 
keeping in the state of North Dakota. 
University of North Dakota, M.S. thesis 
60; N Bus Ed Q 30: 540 

SYMONDS, F. Addington 

The saga of Gregg shorthand. Bus Ed World 

41: 7-12, 30 Ja; 17-23 F; 25-27 Ap; 29-33 


My 
SZCZYTKO, Sister Mary Pius 
A comparative study of the relative merits 
of using one-minute and_ three-minute 
timed writings in developing sustained 
typewriting skill. Catholic University, M.A. 
thesis °60 


T 


TALBOTT, Philip 
The manpower needs of commerce and in- 
dustry in the ’60s. Bus Sch Exec Digest 2: 
5-8 O-D 
TAYLOR, James R. 
A businessman comments on business edu- 
cation in a changing business world. Amer 
Bus Ed 18: 58-60, 63 O 
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TAYLOR, James R. (continued) 
aay merely change. Office Exec 36: 
4-5 Ag 
TAYLOR, Weldon J. and Roy T. Shaw 
Marketing: an integrated, analytical ap- 
proach. South-Western. 700 p $7.75 
TEACHER education 
Accounting and mathematics for future busi- 
ness teachers. NABTE Bul 74: 26- 
27 
An analysis of pre-service factors influencing 
teacher performance. Perry Polson. Uni- 
versity of Southern California, Ed.D. the- 
sis 60; N Bus Ed Q 30: 43-44 O; J Bus 
Ed 37: 114D 
An analysis of the business teacher education 
curriculum of Northern Illinois university 
based on the opinions of the graduates. 
William J. DeRosier. Northern [Illinois 
University, M.S. thesis *60 
An audit, an analysis, an appraisal, and a 
program for action. John L. Rowe. NABTE 
Bul 74: 2-3 
Basic business education for future business 
teachers. NABTE Bul 74: 28-30 
The best for your student teacher. Kenneth 
E. Griswold. Bus Ed Observer 32: 6-7, 
10 F 
Building a positive program for business 
teacher education on the undergraduate 
level. Theodore Woodward. N Bus Ed Q 
30: 83-93 D 
Business teacher preparation — California 
style! Richard S. Perry. Jun Col J 32: 72- 
770 


Changing curriculum patterns in business 
teacher education in_ selected colleges 
and universities—1930-1960. Lowell A. 
Vaughn. University of North Dakota, M.S. 
thesis 60; N Bus Ed Q 30: 57-58 O 

Collegiate business education. Lester Sluder 
and Carl B. Zoerner. Amer Bus Ed 18: 
21-240 

A creed for the graduate student. J Bus Ed 
37: 126D 

Criteria for the selection of business teachers 
in secondary schools. Mildred L. Sears. 
University of California at Los Angeles, 
Ed.D. thesis 60 

Criteria in establishing an undergraduate 
shorthand methods course—a prospectus. 
Gerald L. Timm. University of North 
Dakota, M.S. thesis 60; N Bus Ed Q 30: 
55-56 O 

The development of a course in orientation 
to business education for undergraduates. 
John F. Keller. University of North 
oo M.S. thesis 60; N Bus Ed Q 30: 

Difficulties of first-year business teachers and 
the relationship of these difficulties to their 
student-teaching experience. Warren S. 
Theune. J Bus Ed 36: 215 F 

Dimensional challenges in methodology re- 
lated to the preparation of business teach- 
ers. NABTE Bul 74: 19-21 

Dimensional challenges in student teaching 
related to the preparation of business 
teachers. NABTE Bul 74: 18-19 
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TEACHER education (continued) 
Dimensional challenges in subject matter 
fields of business related to the preparation 
. business teachers. NABTE Bul 74: 21- 


Dimensional challenges of general education 
related to the preparation of business 
teachers. NABTE Bul 74: 15-16 

Dimensional challenges of general profes- 
sional education related to the preparation 
of business teachers. NABTE Bul 74: 16- 
17 


Distributive education for future business 
teachers. NABTE Bul 74: 30-31 

Doubling your experiences. Joyce Van 
Gundy. J Bus Ed 36: 270 Mr 

Education for curriculum planning, guidance, 
and teaching methodology for future busi- 
ness teachers. NABTE Bul 74: 24- 

An evaluation of faculties and facilities for 
business teacher education in Ohio colleges 
and universities. Max O. McKitrick. Colo- 
rado State College, Ed.D. thesis °60; N 
Bus Ed Q 30: 35-36 O; J Bus Ed 37: 70 
N 


An evaluation of the supervised teaching 
program for business teachers at Kansas 
state teachers college, Emporia. Shirley 
Temple Slaymaker. Kansas State Teachers 
College, M.S. thesis ’60 

Factors influencing teachers to enter the 
business education teaching field in the 
public schools of Ohio in September, 1959. 
James T. Watt. Ohio State University, 
M.A. thesis *60; Ohio Bus Tchr 21: 43, 
82 Ap 

Identification and evaluation of subject con- 
tent elements of business teacher educa- 
tion. Lewis Toll. NABTE Bul 74: 11-15 

Issues, problems, and challenges in teacher 
education. Donald P. Cottrell. NABTE 
Bul 74: 10-11 

A methods class is challenging, exciting, and 
rewarding! Gloria M. Payne. Bus Tchr 
38: 8-9 Mr 

New dimensions in the preparation of busi- 
ness teachers. Bulletin 74. John L. Rowe, 
ed. United Business Education Association, 
1201 Sixteenth Street, N.W., Washington 
6, D. C. 32 p $1.25 

The 1959 research award study: Guiding the 
teacher trainee’s development of the quali- 
fications of an effective teacher—with spe- 
cial application to the business teacher. 
Dorothy E. Crunk. Delta Pi Epsilon J 3: 
9-32 Jl 

Patterns of business teacher training. Bal 
Sheet 43: 86 O 

The preparation of business teachers. Harold 
Leith. Ohio Bus Tchr 21: 27-31, 81 Ap 

A proposed manual of style for thesis writing 
in business at Northern Illinois university. 
Charlotte D. Gould. Northern Illinois Uni- 
versity, M.S. thesis ’59 

The role of the research study in meeting the 
aims of the Ed.D. program in business 
education. George J. Hammer. Teachers 
College, Columbia University, Ed.D. thesis 
60 
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TEACHER education (continued) 

Roster of NABTE institutional members, 
1961-62. N Bus Ed Q 30: 95-99 D 

Secretarial education for future business 
teachers. NABTE Bul 74: 25-26 

The selection of instructional topics for type- 
writing methods courses at the undergrad- 
uate and graduate levels. Dale D. Atwood. 
University of North Dakota, M.S. thesis 
60; N Bus Ed Q 30: 7-8 O 

Student teaching and other laboratory school 
experiences for future business teachers. 
NABTE Bul 74: 22-24 

Supervision of student teachers. Shirley Bar- 
ber. N Bus Ed Q 29: 44-46, 56 M 

What we say we should do in training 
teachers. M. Herbert Freeman. Amer Bus 
Ed 18: 107-108 D 

TEACHERS 

The business teacher and education. Charles 
E. Reigel and Herbert M. Jelley. Ohio Bus 
Tchr 21: 3-4 Ap 

Business teacher plus work experience. 
Delores Patton. Bus Ed Newsletter 9: 10- 
11 N 


Business teachers must be dedicated. Brother 
Leo V. Ryan. Bal Sheet 42: 388, 415 My 
Difficulties of first-year business teachers and 

the relationship of these difficulties to their 


student-teaching experience. Warren S. 
Theune. J Bus Ed 36: 215 F 
Doubling your experiences. Joyce Van 


Gundy. J Bus Ed 36: 270 Mr 

Evaluating the teacher in action. D. D. 
Lessenberry. Bus Ed Observer 32: 9, 20 F 

The Frederick G. Nichols story. Fred C. 
Archer. Delta Pi Epsilon J 3: 1-8 Jl 

The future of business education depends on 
you! Mearl R. Guthrie. Bus Ed World 41: 
13, 32 Ja 

— roll of Gregg veterans. See issues Bus 

chr 

How professional are you? Lloyd L. Garri- 
son. Bus Ed Forum 15: 16-17 My 

Is college teaching for you? Donald J. D. 
Mulkerne. Bus Ed World 41: 7-9, 30 F 

Just between us. Helen H. Green. See issues 
Bus Ed Wor 

New ideas replace old practice. William R. 
Allen. J Bus Ed 36: 159-60 Ja 

Problems of first year teachers. Amer Bus 
Ed 17: 157-59 Mr 

Professionalism—are we digging its grave? 
7 Marting. Bal Sheet 43: 16-17, 

Relationships between certain background 
factors of selected business teachers and 
attitudes toward teaching basic business 
subjects. Raymond L. Jones. University of 
Florida, Ed.D. thesis 60; N Bus Ed Q 30: 
25-26 O; J Bus Ed 37: 70 N 

The role of the business educator in con- 
temporary society. Brother Leo V. Ryan. 
Cath Bus Ed R 12: 8-12 Ap 

Sell your way to extra income. George P. 
Barber. Bus Ed World 42: 18, 29 O 

A study of extra-class duties of secondary 
public school business education teachers 
in Minnesota. Arthur P. Venne. Mankato 
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TEACHERS (continued) 
State College, M.S. thesis 60; N Bus Ed 
30: 58 O 


A study of occupational and social adjust- 
ments of beginning business education 
teachers in the state of Illinois. Dona Fay 
Frost. University of North Dakota, M.S. 
thesis °60; N Bus Ed Q 30: 19-20 O 

A study: of the factors which determine the 
selection and employment of business 
teachers in the state of Wisconsin. John 
E. Waldman. Ball State Teachers College, 
M.A. thesis ’60 

A study of the turnover of business educa- 
tion teachers in the secondary schools of 
Virginia for the school year 1953-54. Lloyd 
E. Gaskins. Virginia Polytechnic Institute, 
M.S. thesis *60 

Summer fellowship for teachers of economics, 
business and social science. Bruno J. 
Hartung. Coll N & V 14: 15-17 Mr 

A survey of the status of business education 
teachers in the white Florida high schools 
for the school year 1958-59. Shirley Faye 
Laughridge. Florida State University, M.S. 
thesis 60 

A survey of the teacher attitude toward the 
business exploratory course in the curricu- 
lum. Mary Lou Morley. Florida State Uni- 
versity, M.S. thesis 60 

The teacher is a manager. Dale E. Shaffer. 
Ohio Bus Tchr 21: 21-23 Ap 

Upgrading the prospective business teacher. 
Anne Scott Daughtrey. J Bus Ed 36: 280- 
82 Ap 

What - make a good teacher? Malra 
Treece. Bal Sheet 42: 260-61 F 

What makes an effective teacher? Charles B. 
Smith. Bal Sheet 43: 65-66 O 

Who leads the way? Mary Ellen Oliverio. J 
Bus Ed 36: 190-91 F 

Why don’t teachers write? James Hyek. Bus 
Ed Forum 16: 21-22 N 

Why write for professional publications? Bill 
G. Rainey. Bus Ed World 41: 12-14 Je 

Work experience—a must for business teach- 
ers. Bus Ed Forum 15: 26-27 F 

You can deduct meeting and convention ex- 
wry Joseph Arkin. Bus Ed World 42: 
3-4 


TEACHING 

Ability grouping—why not? Sue A. Hartman. 
Ohio Bus Tchr 21: 49-51 Ap 

An analysis of pre-service factors influencing 
teacher performance. Perry Polson. Uni- 
versity of Southern California, Ed.D. the- 
sis °60; N Bus Ed Q 30: 43-44 O; J Bus 
Ed 37: 114 D 

Call to excellence. Helen J. Keily. Bal Sheet 
42: 291 Mr 

Concept approach to knowledge of business. 
Gerald A. Porter. Bal Sheet 42: 339 Ap 

Dramatization: an effective device for teach- 
ing personal traits and business skills. 
Edna H. Barbour. J Bus Ed 36: 203-204 
F; 246-48 Mr; 291-92 Ap; 337-38 My 

Excellence and education. Bertha S. Adkins. 
Bus Sch Exec Digest 2: 17-25, 29 D-Ja 

An experiment: sharing teaching responsi- 


57 


TEACHING (continued) 
oy Andrew Imrik. Coll N & V 14: 20- 
22 Je 


Factors influencing teachers to enter the busi- 
ness education teaching field in the public 
schools of Ohio in September, 1959. James 
Watt. Ohio State University, M.A. thesis 
60 

Going in the right direction. Martha L. 
— Bus Ed Newsletter (P-H) 10: 1 
Fall 

Group approach to individual differences. 
Fred C. Archer. Bus Tchr 39: 15 D-Ja 

Improving teaching through planning. Ver- 
non A. Musselman. Bus Ed Forum 16: 
7D 


Let’s teach the skill of organization. Margaret 
A. Kiley. Bus Ed World 41: 4-5S 

Our students need more responsibility. Don- 
ald J. D. Mulkerne. Bus Ed Forum 16: 25, 
28 O 

A privilege and a _ responsibility. Sister 
wry Marie Finn. Kansas Bus Tchr 15: 

A successful disciplinarian. Ellen Grossman. 
Bus Tchr 38: 8-9 My-Je 

Team teaching spells progress in business 
education. Jerry Hoffman. Bus Ed World 


42: 12-13,33S 

Teen-agers are grateful! Inez Ahlering. J 
Bus Ed 37: 38 O 

A time of urgency. McKee Fisk. CBEA Bul 
18: 1,8 Mr 


A time to learn. Mary Witherow. Bus Ed 
World 42: 9-10 N 

Upgrading the prospective business teacher. 
ry Scott Daughtrey. J Bus Ed 36: 280- 

p 

What determines your view of the class? 
Mary Witherow. Bus Ed World 41: 29 F 

Work reduced to fantastic figures. Ethel Hale 
Blackledge. J Bus Ed 36: 358 My 

Your first year of teaching. Marion M. Lamb. 
Monograph 103, South-Western. 22 p Free 

TEACHING aids 

An annotated bibliography of business text- 
books on the college level. Sister Mary 
Leo. Boston University, Ed.M. thesis ’60 

Bibliography of teaching materials in busi- 
ness education. Alpha Chapter of Delta 
Pi Epsilon. New York University Press, 
Washington Square, New York 3, New 
York. 84 p $2 

Bulletin boards for secretarial training class. 
Ruth C. Beede. Bus Ed World 41: 28-29 


Ap 

Drills for rhythm records. Alan C. Lloyd. 
Bus Tchr 38: 31 Mr 

Evaluation of publishers’ tests designed to 
accompany textbooks for general business. 
Shannon Trower. University of Southern 
California, M.S. thesis ’60 

How to use multiple-channel tape dictation 
in shorthand—how to set up and use the 
equipment. Russell J. Hosler and Ellen L. 
Lensing. Bus Ed World 42: 9-11, 30 S; 
— procedures and results. 25-26, 


Multiple-class teaching involving typewriting, 
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TEACHING aids (continued) 

office practice, and the tape recorder. 
Armanda R. Atencio. Typ News 31: 2 

New materials. See issues J Bus Ed 

The noncomputer decision game as a teach- 
ing device for business courses. Ralph L. 
Day. Coll N & V 14: 17-19 My 

Rhythm record paragraphs. Alan C. Lloyd. 
Bus Tchr 38: 31 Ap 

The role of the tape for teaching bookkeep- 
ing, too! Martha Bernhausen. Bal Sheet 
42: 202-203 Ja 

A study of the readability of Gregg short- 
hand textbooks. Ernest William Madrid. 
University of Southern California, M.S. 
thesis 60; N Bus Ed Q 30: 310 

A survey to determine frequency and effec- 
tiveness of certain teaching aids in general 
business. Mary Louise Gregory. Northern 
Illinois University, M.S. thesis *60 

Teach from the newspaper. James L. Brad- 
burn. Bal Sheet 43: 109-10 N 

Teaching aids. Jane F. White. See issues Bus 
Ed World 

Teaching aids for shorthand. Lloyd Gaskins. 
VBE Bul 16:50 

The use and evaluation of electronic machines 
in the shorthand classroom at Great Bridge 
high school. Phyllis Honeycutt. VBE Bul 
16:8 D 

Use flash cards for typing. Charles D. Brooks. 
Bal Sheet 42: 288 F 

Using the library. Leonard J. Porter. Bus 
Tchg Aid A-3, Prentice-Hall. 2 p Free 

TEACHING machines 

Collegiate business education. Leonard J. 
West and Robert J. Ruegg. Amer Bus Ed 
18: 15-17 O 

A do-it-yourself kit for programmed instruc- 
tion. Ernest Z. Rothkopf. Delta Pi Epsilon 
J 3: 28-32 Ap 

More programing—or status quo for business 
education. W. T. Harper. J Bus Ed 37: 
109-10 D 

Putting the teaching machine on _ paper. 
Harry Huffman. Bus Ed World 41: 13-18 


p 
A teaching machine program for a topic in 
business math. Harry Huffman and Stuart 
Margulies. Bus Ed World 41: 16-21 My 
Teaching machines. J Bus Ed 36: 182 Ja 
Teaching machines and self-instructional pro- 
gramming. Lawrence M. Stolurow and 
Leonard J. West. Delta Pi Epsilon J 3: 1- 
27 Ap 
The ubiquitous teaching machine. Herbert A. 
Tonne. J Bus Ed 36: 192-93 F 
TEDESCO, Patrick E. 
Typewriting—a combination of thinking and 
doing. Typ News 31: 4 
TELEVISION 
Type right—an adventure in TV teaching. 
Mary McGinty. Bal Sheet 42: 300, 327 
Mr 
TENIKAT, Madeline P., Arlene Rittenhouse, and 
Janet Carlson 
Incorporate economic concepts in the teach- 
ing of shorthand. J Bus Ed °36: 239-41 
Mr 


Business Education Index 


TERRY, George R. 
See Jucius, Michael J. 
TESTING 
Bookkeeping awards information. Howard L. 
Newhouse. Bus Tchr 39: 12 N 
Bookkeeping test for award. See issues Bus 
Tchr 


Business-machine testing. John K. Keelon. 
Bus Tchg Aid J-1, Prentice-Hall. 2 p 
Free 

The development of a shorthand aptitude test 
using recognized shorthand strokes in its 
construction. Charles V. Allyn. Boston 
University, Ed.D. thesis °60; N Bus Ed Q 
30:70 


Employment proficiency tests for high school 
seniors. Abraham Ellenbogen. CEA Y 23: 
66-69 

Filing awards tests. See issues Bus Tchr 

Instructions for giving Gregg awards tests. 
Howard L. Newhouse. Bus Tchr 39: 21 

National business entrance tests—personal 
experience. Margaret W. Baird. J Bus Ed 
36: 287-88 Ap 

Pitman theory and transcription tests. See 
issues Pitmanite 

Placement testing in typewriting. Jerry W. 
Robinson. Bus Ed Forum 16: 23, 28 D 

Problem: fear of tests. Alan C. Lloyd. Bus 
Tchr 38: 31 F 

Shorthand dictation speed tests for Gregg 
awards. See issues Bus Tchr 

A study of the types of written tests given 
secretarial, stenographic, and clerical ap- 
plicants in the Joplin, Missouri, area. 
Winona L. Crampton. Kansas State Col- 
lege of Pittsburg, M.S. thesis ’60 

Techniques of test taking. Charles E. Zoubek. 
Bus Tchr 38: 21 My-Je 

Testing: an important part of high school 
typewriting. Elsie Leah Shippy. J Bus Ed 
36: 333-34 My 

Testing in business education. Thomas B. 
Maier. Bus Ed Observer 33: 16-17 Fall 

Transcription tests for Gregg awards. See 
issues Bus Tchr 

THEUNE, Warren S. 

Difficulties of first-year business teachers and 
the relationship of these difficulties to their 
ens experience. J Bus Ed 36: 


THISTLETHWAITE, Robert L. 

Keeping the payroll records is a prestige 
assignment. Bus Ed Forum 15: 13-15 F 

See also Hadley, Charles R. 

THOMAS, Archie 

Multiple reading plan aids shorthand teach- 

ing. Kansas Bus Tchr 14: 4-6, 9 Mr 
THOMAS, Benjamin F. 

In-service training programs of business— 
with implications for business teachers. 
Amer Bus Ed 18: 49-53, 63 O 

THOMAS, Doris M. 

Are you attracting bright students? Bal Sheet 

42: 398-99, 415 My 
THOMPSON, Clarence H. 

The liberal content of a professional degree 

program. Coll N & V 15: 13-22 D 
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THOMPSON, Evelyn C. 
The business machines course in college. 
University of Minnesota, M.A. thesis °60; 
N Bus Ed Q 30: 54-55 O 
THOMPSON, James R. 
101 typewriting timed writings, 2nd ed. 
South-Western. 130 p $1.52 
THOMPSON, Robert J. 
CBEA and public relations. CBEA Bul 19: 
10 


THORESON, Elliot 

Adult classes in bookkeeping. Bus Ed Forum 

15: 10-12 Ja 
THORNTON, Delilah Mickelson 

The validation of terminology peculiar to 
the teaching of Gregg shorthand and tran- 
scription based upon a word count of the 
articles in professional literature, short- 
hand methods textbooks, and _ teachers’ 
manuals. University of North Dakota, 
M.A. thesis 60; N Bus Ed Q 30: 55 O 

TIDWELL, M. Fred 

Tracking teachers. Systems for Ed 7: 7-8 

Ja-F 
——, Mary L. Bell, and Leonard J. Porter 
Tested timed writings, 2nd ed. Prentice-Hall. 
64 p $1.56 
TILLEY, K. W. 
See Davidson, P. S. 
TIMM, Gerald L. 

Criteria in establishing an undergraduate 
shorthand methods course—a prospectus. 
University of North Dakota, M.S. thesis 
60; N Bus Ed Q 30: 55-56 O 

TJORNHOM, Susanne 

The development of basic principles of grad- 
ing for use in beginning typewriting classes 
in the secondary school. University of 
North Dakota, M.A. thesis °60; N Bus Ed 
Q 30: 560 

TOLL, Lewis 

Identification and evaluation of subject con- 
tent elements of business teacher educa- 
tion. NABTE Bul 74: 11-15 

TONNE, Herbert A. 

Accounting as a basic business competency. 
J Bus Ed 37: 48-49 N 

Administrator evaluation of business educa- 
tion. Bus Ed Observer 32: 3, 10 My 

Benton on business education. J Bus Ed 36: 
234-35 Mr 

Building an offense and a defense for an 
adequate secondary school business edu- 
cation—vocational and basic business. N 
Bus Ed Q 30: 78-82 D 

The changing business program in the high 
school. Bus Ed Forum 15: 19-20, 27 F; 
Education Digest 26: 47-49 Ap 

Confusion about economic education. J Bus 
Ed 36: 322-23 My 

The credit orgy and economic stability. J 
Bus Ed 37: 8-9 O 

The impact of notehand. J Bus Ed 37: 54-56 
N 


Principles of business education, 3rd ed. 
Gregg. 544 p $6.50 

The ubiquitous teaching machine. J Bus Ed 
36: 192-93 F 

Unification—1961? J Bus Ed 36: 148-49 Ja 
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TONNE, Herbert A. (continued) 
Unification postponed? J Bus Ed 36: 278-79 
A 


p 
TOOMEY, William K. 
Data processing comes to public education. 
Bus Ed World 42: 23-25 N 
TOUPIN, H. O. 
A business program emphasizing vocational 
preparation. Amer Bus Ed 17: 252-53 My 
TRANSCRIPTION 
Conflicting opinions in the development of 
transcription skill as revealed in the litera- 
ture 1949-1960. Alice Page. University of 
North Dakota, M.A. thesis 60; N Bus Ed 
Q 30: 410 
Current office transcription practices in busi- 
ness firms of the tri-state area (Kansas, 
Missouri, and Oklahoma). Mariam Helen 
Joseph. Kansas State College of Pittsburg, 
M.S. thesis 60; N Bus Ed Q 30: 27 O 
Develop good spellers with this transcription 
plan. Edward A. Perkins, Jr. Bus Ed World 
41: 22-23, 40 My 
Help for the harried—transcription time- 
savers. Today’s Sec 64: 37 O 
Implications of research in shorthand and 
transcription. Inez Frink. N Bus Ed Q 29: 
13-17 Mr 
Pitman theory and transcription tests. See 
issues Pitmanite 
Plotting the course .. . 12 tips for smooth 
sailing in transcription. Sister M. Therese. 
Cath Bus Ed R 12: 51-53 F 
Pretranscription instruction. Helen L. Flow- 
ers. Bus Ed Forum 16: 23, 29 N 
Problems of teachers of college shorthand 
and transcription. Amer Bus Ed 17: 143- 
44 Mr 
Problems of teachers of high school tran- 
scription. Amer Bus Ed 17: 141-43 Mr 
Rx for effective shorthand teaching—strategy 
for second semester shorthand. Robert L. 
Grubbs. Bus Ed World 41: 25-28 Ja; How 
to build skill in second semester short- 
hand. 23-28 F; Tests and grades in second 
semester shorthand. 43-46 Mr; An ap- 
proach to transcription. 21-24, 27 Ap; 
Transcription planning. 26-28, 34 My; 
oa self-appraisal in transcription. 23- 


e 

Shorthand and transcription. Ruth I. Ander. 
son. Amer Bus Ed Y 18: 125-38 

Shorthand and transcription: some research 
findings and observations. Inez Frink. Bus 
Ed Forum 16: 13-15 O 

Skill building on transcribing machines, Edna 
\- Barbour. Bal Sheet 42: 348-49, 283 


p 

A study of the problems involved and the 
techniques used in teaching transcription 
in selected Catholic high schools in New 
England. Sister Mary Joan Schlegel. Cath- 
olic University, M.A. thesis 60; N Bus Ed 
Q 30: 48-49 O 

A study to determine the feasibility of using 
a time-penalty scoring procedure for short- 
hand dictation and transcription tests. 
Elaine Blumhagen. Iowa State Teachers 
College, M.A. thesis 60 
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TRANSCRIPTION (continued) 

Teach machine transcription. Ora Searle. J 
Bus Ed 37: 96-97 D 

The teaching of shorthand and transcription. 
Sister M. Therese. Cath Bus Ed R 13: 33- 
36 Fall 

Timed transcription for mailable letters. 
George D. Bressler. Bal Sheet 43: 67-68 O 

Transcribing speed practice. See issues To- 
day’s Sec 

Transcription corner. See issues Today’s Sec 

Transcription tests for Gregg awards. See 
issues Bus Tchr 

The validation of terminology peculiar to 
the teaching of Gregg shorthand and tran- 
scription based upon a word count of the 
articles in professional literature, short- 
hand methods textbooks, and teachers’ 
manuals. Delilah Mickelson Thornton. 
University of North Dakota, M.A. thesis 
°60; N Bus Ed Q 30: 550 

Your first year of teaching shorthand and 
transcription, 2nd ed. Marion M. Lamb. 
South-Western. 314 p $4 

TREECE, Malra 

What helps make a good teacher? Bal Sheet 

42: 260-61 F 
TRIVETTE, Ned R. 

A follow-up of the male graduates of Appa- 
lachian state teachers college in business 
education for the years 1954-59. Florida 
State University, M.S. thesis *60; N Bus 
Ed Q 30: 570 

TROWER, Shannon 

Evaluation of publishers’ tests designed to 
accompany textbooks for general business. 
University of Southern California, M.S. 
thesis ’60 

TRUMBO, Don A. 
See Creamer, Lyle R. 
TSCHIDER, Irene R. 

A history of selected studies in shorthand 
prognosis from 1914 to 1960. University 
of North Dakota, M.S. thesis °60; N Bus 
Ed Q 30: 570 

TWADDLE, Evelyn J. 

Analysis of the work experience education 
program at Shasta college for the years 
1957, 1958, 1959. University of Nevada, 
M.A. thesis ’60 

TYPEWRITING 

Adult classes in typewriting. Max O. McKit- 
rick, Bus Ed Forum 15: 4-6 Ja 

Advanced typing. Rowe. 24 p $.40 

Advanced typing projects. Esther Sass. Pit- 
man. 64 p $1.32 

Aiding your typewriting grading. Allien R. 
Russon. Bus Ed Forum 16: 29, 44 O 

Applied office typewriting, 2nd ed. Vern A. 
Frisch and Joan Sivinski. Gregg. $2.88 

Artyping. Julius Nelson. See issues J Bus Ed 

Ask the experts. Alan C. Lloyd. See issues 
Today’s Sec 

Backline vertical centering. Clair M. Garman. 
Bal Sheet 42: 206-207 Ja 

The changing pattern of typewriting courses. 
—_ C. Lloyd. Bus Ed Forum 16: 16- 
18 


College typewriting. Pitman. 240 p $3.50 
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TYPEWRITING (continued) 

A comparative study of the relative merits 
of using one-minute and _ three-minute 
timed writings in developing sustained 
typewriting skill. Sister Mary Pius Szczytko. 
Catholic University, M.A. thesis *60 

A comparison between practice and theory in 
teaching first-year typewriting in selected 
high schools. Carroll Lee Bennett. State 
University of Iowa, M.A. thesis 60 

A comparison of intelligence and reading 
ability with speed and accuracy in type- 
writing. Sidney W. Eckert. University of 
9 M.A. thesis 60; N Bus Ed Q 
0: 170 


Comparison of performance on manual and 
electric typewriters. R. C. Droege and 
B. M. Hill. J Ap Psychol 45: 268-70 Ag 

Competent typing test. See issues Today’s Sec 

A compilation of typewriting teaching devices 
taken from periodicals published from 
1955 through 1959. Muriel T. Fahey. 
Boston University, Ed.M. thesis *60 

Contributing to quality work through type- 
writing. Lawrence W. Erickson. Amer Bus 
Ed 18: 75-83 D 

A course of study for superior students in 
beginning typewriting. Martha J. Simpson. 
George Peabody College for Teachers, 
Ed.D. thesis ’60 

Defining personal-use typing. Alan C. Lloyd. 
Bus Tchr 39: 31 S-O 

Develop more than speed in typewriting. 
Alfred Patrick. Bal Sheet 43: 60-61 O 

The development of basic principles of grad- 
ing for use in beginning typewriting classes 
in the secondary school. Susanne Tjornhom. 
University of North Dakota, M.A. thesis 
°60; N Bus Ed Q 30: 560 

Drills for rhythm records. Alan C. Lloyd. 
Bus Tchr 38: 31 Mr 

The effect of typewriting instruction on the 
ability to spell. Louella H. Balcziak. Man- 
kato State College, M.S. thesis 60; N Bus 
Ed Q 30: 80 

The effect on transcription speed when type- 
writing is taught by means of shorthand 
outlines. Charlene Mordy. University of 
Wisconsin, M.S. thesis 60; N Bus Ed Q 
30: 36-37 O 

Effects of variations in amount of warm-up 
on subsequent straight-copy performance 
in typewriting. Kathryn B. Parrish. South- 
ern Illinois University, M.S. thesis °60; N 
Bus Ed Q 30: 420 

Electric typing. Marion Wood. See issues Bus 
Ed World 

An electronic introduction to the typewriter 
ae Kenneth Fread. Bal Sheet 43: 

Examining the merits of connectionism for 
typewriting. Stanley K. Fitch. J Bus Ed 36: 
236-38 Mr; 285-86 Ap 

An experiment in elementary school typing. 
Gordon B. Smith. Bal Sheet 43: 103-104 N 

An experiment to determine economic con- 
cepts learned through typewriting copy. 
Carol Orpin. San Francisco State College, 
M.A. thesis ’60 


Tc 
TY 


Ant OPN Ad im Ee 


We 


7c 'E 


To Professional Writing in 1961 
TYPEWRITING (continued) 


An experiment to determine the relative ad- 
vantage of improving spelling by typewrit- 
ing as opposed to handwriting. Dallas 
Legris. Virginia Polytechnic Institute, M.S. 
thesis ’60 

An experimental study to compare the rela- 
tive merits of two methods of teaching the 
letter keyboard in typewriting. M. Theresa 
Cossu: Central Connecticut State College, 
M.S. thesis 60 

55 typewriting bulletin board ideas. Alpha 
Alpha Chapter, Delta Pi Epsilon, Colorado 
State College, Greeley, Colorado. 32 p 
$1.50 

The folder is a must for personal typing. Jane 
Manwaring. J Bus Ed 37: 107-108 
D 


Formula for a 70-minute hour for teaching 
typewriting. D. D. Lessenberry. Bus Ed 
Forum 16: 7-9 N 

Go beyond the covers of the typewriting text- 
book. Elaine Simpson. Typ News 31: 2, 4 

Hand injuries—so what? Evelyn Cash. Typ 
News 31: 7 

How can we meet the college-bound student’s 
typing needs. Marjorie Mestad. Bus Ed 
World 41: 7-11 My 

How Detroit schools handle typewriter re- 
pairs. Leslie J. Whale. Bus Ed World 41: 
14-15 Mr 

Implications of research in typewriting. 
Harves Rahe. N Bus Ed Q 29: 8-12 Mr 

Improving the accuracy of typing of low- 
ability students. Helen Scheingold and 
Simon A. Duchan. CEA Y 23: 155-65 

Incidental learning of vocabulary in beginning 
typewriting classes. Wayne M. Baty. J Bus 
Ed 36: 258 Mr 

Inspiring desirable personal development in 
students of typewriting. Irol Whitmore 
Balsley. Bus Ed Forum 16: 12-15 N 

Instructional units for personal-use typewrit- 
ing. Marjorie Swanson. University of Min- 
nesota, M.A. thesis ’60 

The IBM ‘Selectric—a new teaching type- 
writer. L. M. Collins. Bus Ed World 42: 
27-28 O 

Let’s de-emphasize copy work in typewriting. 
Don Jester. Bus Ed Forum 15: 30, 35 Mr 

Let’s narrow the gap—in typing. Margherita 
Casello. Typ News 31: 1, 8. 

More teaching and less grading in typewrit- 
¥ _ R. Guthrie. Bus Ed Forum 16: 

-11 

Motivate your typing students with individual 
“A” goals. Richard D. Brown. J Bus Ed 
36: 226 F 

Multifinger tapping performance as a function 
of the direction of tapping movements. 
Lyle R. Creamer and Don A. Trumbo. J 
Ap Psychol 44: 376-80 ’60 

Multiple-class teaching involving typewriting, 
office practice, and the tape recorder. 
Armanda R. Atencio. Typ News 31: 2 

My new love—junior high typing. Martha 
Burdette Rou. Bus Tchr 38: 8-9 F 

New straight-copy typewriting standards. VBE 
Bul 16:20 
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TYPEWRITING (continued) 


Now, production words a minute. Alan C. 
Lloyd. Bus Tchr 39: 31 N » 

Now—teach typewriting to the individual. 
Viola S. Fedorczyk. J Bus Ed 37: 50-53 N 

Occupational use of typing skill among gradu- 
ates of a collegiate school of business. 
Leonard J. West. Bal Sheet 42: 400-401 My 

101 typewriting timed writings, 2nd ed. James 
R. Thompson. South-Western. 130 p $1.52 

Par for your typing course. Alan C. Lloyd. 
Bus Tchr 39: 31 D-Ja 

A personal-use course in typewriting and 
record keeping. Beatrice Westhoff. Bal 
Sheet 42: 215, 240 Ja 

Personal typing in the junior high school. 
Arlene Hyman. Bus Ed Observer 32: 18- 
19 F 

Placement testing in typewriting. Jerry W. 
Robinson. Bus Ed Forum 16: 23, 28 D 

Predicting success in typing and keyboard 
operation. John C. Flanagan and others. 
Personnel & Guidance Journal 37: 353-57 
Ja °*59 

Problem: fear of tests. Alan C. Lloyd. Bus 
Tchr 38: 31 F 

Problems of teachers of junior high school 
typewriting. Amer Bus Ed 17: 134-35 Mr 

Problems of teaching college typewriting. 
Amer Bus Ed 17: 135-39 Mr 

Procedures for refining typewriting tech- 
niques. Jerry W. Robinson. J Bus Ed 36: 
155-56 Ja; 199-200 F 

A program that cross-pollinates language arts 
and typewriting. LeRoy A. Brendel. Amer 
Bus Ed 17: 232-35 My 

Progressive typewriting speed practice, 2nd 
ed. Dick Mount and Kenneth J. Hansen. 
Gregg. 96 p $1.96 

Putting rough drafts to work. William H. 
Westbrook. Bus Tchr 38: 30 F 

Record student performance on a work sheet. 
George E. Milham. Typ News 31: 4 

Reference manual for stenographers and 
typists, 3rd ed. Ruth E. Gavin and E. Lil- 
lian Hutchinson. Gregg. 192 p $1.88 

Results of survey on typewriting and allied 
subjects. Typ News 31: 6 

Rhythm record paragraphs. Alan C. Lloyd. 
Bus Tchr 38: 31 Ap 

The selection of instructional topics for type- 
writing methods courses at the undergradu- 
ate and graduate levels. Dale D. Atwood. 
University of North Dakota, M.S. thesis 
60; N Bus Ed Q 30: 7-8 O 

So you want to teach typewriting in college. 
James W. Crews. Bus Tchr 39: 8 S-O 

Some relationships between straight-copy typ- 
ing skill and performance on job-type 
activities. Leonard J. West. Southern IIli- 
nois University, 60; N Bus Ed Q 30: 77 O 

A statistical justification for second year type- 
writing. Velma Jean Holland. New Mexico 
Western College, M.A. thesis ’60 

Status of typewriting in public high schools 
with an enrollment of 150 or less in selected 
counties of southeast Kansas. Ruth C. 
Butts. Kansas State College of Pittsburg, 
M.S. thesis 60 
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Students suddenly learn to type. Philip S. 
Gross. Bus Ed World 42: 24, 34 D 

A study of the characteristics of the highest 
and lowest ranking typewriting students. 
Edward J. O’Brien. University of North 
Dakota, M.S. thesis °60; N Bus Ed Q 30: 
90 


3 

A study of the reading span of typists and 
its correlation with their ability. P. S. 
Davidson and K. W. Tilley. Education and 
Commerce 28: 8-13 Jl ’°59 

A study of the relative efficiency of two ap- 
proaches to typewriting instruction in which 
sequence is the variable. R. DerMont Bell. 
University of Southern California, Ph.D. 
thesis °60; J Bus Ed 36: 173 Ja; N Bus Ed 
Q 30: 10-11 O 

A suggested course of study for ninth grade 
typewriting. Rose Alice Stockton. Univer- 
sity of Southern California, M.S. thesis ’60 

Supplies for typewriting office practice set. 
Esther Sandry. Pitman. 136 p $1.80 

Teach decision-making at the typewriter. 
Donald Bobb. Bus Ed World 42: 18-19 D 

Teach spelling at the typewriter. Antoinette 
DiLoreto. Bus Ed World 41: 22-23 My 

Teach typewriting error correction early. 
Jonathan M. Kelly. Bal Sheet 43: 112-13 
N 


Teaching electric typewriting. Louis C. 
Nanassy. Bus Tchg Aid T-9, Prentice-Hall. 
2 p Free 

Teaching letter forms is easy. John A. Dick- 
inson. Bal Sheet 42: 350, 352 Ap 

Teaching machine parts is no problem. Jean 
Danneman. Typ News 31: 7 

Teaching problems in typewriting. Velma 
Deay. Bus Ed Newsletter 8: 9-11, 15 F 

Teaching the blind to type. Nina K. Richard- 
son. Bal Sheet 42: 257-59 F 

Teaching typing and shorthand in the same 
room at the same time. Armanda R. 
Atencio. Bus Ed World 41: 14-15, 31 Ja 

Ten do’s for beginning typing teachers. 
Harold O. Palmer. Bus Ed Newsletter 
(P-H) 9: 1-2 Spring 

Ten top tips from typists. Bill D. Ross. Bus 
Sch Exec Digest 2: 18-20 Mr-Ap 

Ten ways to motivate typing students. Mary 
M. Brady and Ethel Hale Blackledge. Bus 
Ed World 42: 11-12 D 

Tested timed writings, 2nd ed. M. Fred Tid- 
well, Mary L. Bell, and Leonard J. Porter. 
Prentice-Hall. 64 p $1.56 

Testing: an important part of high school 
typewriting. Elsie Leah Shippy. J Bus Ed 
36: 333-34 My 

Toward quality typewriting. Mary E. Con- 
nelly. Bus Ed Newsletter (P-H) 10: 2 Fall 

Trends in typewriting. William Selden. Bus 
Ed Observer 33: 3, 19 Fall 

Type right—an adventure in TV teaching. 
Mary McGinty. Bal Sheet 42: 300, 327 Mr 

Typewriter mystery game. Julius Nelson. See 
issues J Bus Ed 

Typewriters. Office Mgt 22: 108-12 Ja 

Typewriting. John L. Rowe and John C. 
Peterson. Amer Bus Ed Y 18: 139-61 
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TYPEWRITING (continued) 


Typewriting—a basic tool of communication. 
Harves Rahe. Bus Ed Forum 16: 5 N 

Typewriting—a combination of thinking and 
doing. Patrick E. Tedesco. Typ News 31: 4 

Typewriting: an elective skill or educational 
tool? Bonnie A. Lockwood. Bus Ed Forum 
16: 18-20 N 

Typewriting instruction for partially seeing 
and blind children. E. Cohoe. Exceptional 
Children 28: 13-17S 

Typewriting motivation chart. Sister M. Ger- 
maine. Bal Sheet 42: 384 Ap 

A typewriting motivational chart for bulletin 
board use. Gelvin DeRoos. Typ News 
31: 1 

Typewriting 1961. Fred E. Winger. Bus Ed 
Forum 15: 22 F 

Typewriting office practice set. Esther Sandry. 
Pitman. 48 p $.80. 

Typewriting techniques and short cuts, 3rd 
ed. Lenore Fenton MacClain and J. Frank 
Dame. South-Western. 106 p $1.76 

Typewriting trends. Leonard J. Porter. Bus 
Tchg Aid T-8, Prentice-Hall. 2 p Free 

Typing is good therapy for the handicapped. 
K. Elizabeth Davis. Bus Ed World 41: 20, 
38 Ap 

Typing simplified, brief course, 2nd ed. Louis 
A. Leslie and Philip S. Pepe. American. 
157 p $2.32 60 

Typing with the personal touch. A. W. 
Howard and L. T. Lallas. Clearing House 
36: 93-95 O 

The typist learns proofreading. Leonard J. 
Porter. Bus Tchg Aid T-10, Prentice-Hall. 
2 p Free 

Use flash cards for typing. Charles D. Brooks. 
Bal Sheet 42: 288 F 

Variations on a theme in typewriting. John 
C. Peterson. Bus Ed Forum 15: 30, 32 Ap 

Variety improves first year typing. Russel N. 
Priestley. Kansas Bus Tchr 14: 4-7 My 

We gave an economical typing course for 
-_ Opal Heatherly. Bus Ed World 41: 
15 Je 


We taught beginning typing to a class of 125. 
1 i S. Abel. Bus Ed World 41: 10-11, 


What do typists do? Donald J. D. Mulkerne. 
Bus Ed World 42: 24-25, 28S 

What’s the best schedule for personal typing? 
Russell J. Hosler. Bus Tchr 38: 27 Ap 

Why and how to improve instruction in type- 
writing. Sister M. Therese. Bus Ed Forum 
15: 32, 36 My 

bas guess? Winifred West. Typ News 31: 1, 


U 


ULLRICH, Rosemary E. 


Provide realistic situations for your future 
secretaries. Bus Ed World 41: 14-15, 34 F 


ULRICH, Florence Elaine 


The last round. Bus Tchr 38: 31 My-Je 


UNITED business education association 


Business and economic education for the aca- 
demically talented student. Milton C. Olson 
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UNITED business education association (con- 
tinued) 
and Eugene L. Swearingen. National Edu- 
cation Association and United Business 
Education Association, 1201 Sixteenth 
Street, N.W., Washington 6, D.C. 80 p $1 
A proposal for business-economic education 
for American secondary schools. Policies 
Commission for Business and Economic 
Education. United Business Education and 
Delta Pi Epsilon, 1201 Sixteenth Street, 
N.W., Washington 6, D. C.; Bal Sheet 42: 
360a-d Ap; Bus Ed Newsletter 8: 5-7, 10 


Ap 
UBEA publications list. Bus Ed Forum 16: 
47-50 O 
UNRAU, Ruth 
Why should I consider your letter of appli- 
cation? Bus Ed World 41: 21, 31 Je 


V 


VAN BUREN, Joel D. 

A manager in general. A study of the basic 
qualifications, specific responsibilities, and 
attributes a manager should possess for 
effective leadership. Northern Illinois Uni- 
versity, M.S. thesis 60 

VAN DERVEER, Elizabeth T. 

Are you still in business education? J Bus 
Ed 37: 6-7 O 

Business education for college prep students. 
J Bus Ed 36: 201-202 F 

Ninth-grade academic students learn note- 

hand. Bus Ed World 31: 7-9, 32 Je 
and Dorothy E. Lee 

Gregg text-records—building skill in note- 
making. Gregg. 6 records, 45 rpm. $13.75 
net, plus postage 

VAN GUNDY, Joyce 
Doubling your experiences. J Bus Ed 36: 
270 Mr 
VAN HORN, Richard L. 
See Gregory, Robert H. 
VAN KIRK, Virginia 

A study of the relationship between ability 
measures and success in beginning and 
advanced shorthand. University of South- 
ern California, M.S. thesis ’60 

VAN WAGENEN, R. C. 

National defense education act aids busi- 
ness education. Amer Voc J 36: 18-20 
D 





VAUGHN, Lowell A. 

Changing curriculum patterns in _ business 
teacher education in selected colleges and 
universities—1930-1960. University of 
North Dakota, M.S. thesis 60; N Bus Ed 
Q 30: 57-58 O 

VENNE, Arthur P. 

A study of extra-class duties of secondary 
public school business education teachers 
in Minnesota. Mankato State College, M.S. 
thesis 60; N Bus Ed Q 30: 58 O 

VEON, Dorothy H. 

A silver frontier with a golden vision. Delta 
Pi Epsilon J 4: 4-10 N 
and others 


Shorthand. Amer Bus Ed 18: 17-21 O 
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VICTOR, Lawrence 
EDP accounting equipment. Admin Mgt 22: 
52-54, 70 N 
Microfilm: a vital link in office procedures. 
Admin Mgt 22: 32-47 Ag 
The practical computer. Admin Mgt 22: 26- 
400 
Tools of the office: internal communications 
1961. Admin Mgt 22: 43-60 Jl 
VIVIAN, Neal E. 
Evaluative criteria for distributive education: 
methods of evaluation. Bus Ed Forum 15: 


22-23 Ap 
State superivsion of distributive education. N 
Bus Ed Q 29: My 


VORACHEK, eee 
A survey of office machines in the selected 
North Dakota high schools. University of 
North Dakota, M.S. thesis 60; N Bus Ed 


Q 30: 590 


WwW 


WAGNER, Charles E. 

Business education in a township school. 

Amer Bus Ed 17: 213-15 My 
WAGNER, Richard L. 

A study of educational and economic advan- 
tages of Burlington, Iowa, as compared 
with selected cities of equal size. Mankato 
State College, M.S. thesis 60; N Bus Ed Q 
30: 59-60 O 

WAGONER, George A. 

Certified professional secretary. See issues 

Sec; Bus Ed Forum 15: 29, 32 Mr 
WAKELY, Thomas J. 

A follow-up study of business graduates of 
James Marshall high school, West Sacra- 
mento, California. San Francisco State 
College, M.A. thesis ’60 

WAKIN, B. Bertha 

Business education in Australia. N Bus Ed Q 

29: 59-60 Mr 
WALDMAN, John E. 

A study of the factors which determine the 
selection and employment of business 
teachers in the state of Wisconsin. Ball 
State Teachers College, M.A. thesis *60 

WALKER, Arthur L. 

The educational program that made America 

strong. Bal Sheet 42: 271 F 
WALKER, C. E. 
Different approach to grammar in business 
English. Jun Col J 32: 83 O 
WALKER, Lauren and Robert |. Dickey 
Current reading. See issues J Accy 
WALKER, Mae 
Do you know that. See issues J Bus Ed 
WALKER, Raymond A. 
ae a career. Bus Ed Forum 16: 26, 


WALLACE, Dorothy W. 
A study of the readability of Gregg short- 
hand textbooks from shorthand plates. Uni- 
— of Southern California, M.S. thesis 


WALLACE, Harold R. 
The relationship between creative thinking 
and sales productivity of experienced fe- 
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WALLACE, Harold R. (continued) 
male salespeople. University of Minnesota, 
M.A. thesis 60; N Bus Ed Q 30: 60 O 
WALTHAM, W. Alan 

A high school department head views super- 

vision. N Bus Ed Q 29: 24-27, 54 My 
WALTZ, Loren E. 

How business uses processed data. J Bus Ed 

36: 293-95 Ap 
WARMKE, Roman F. 

Adult classes in distributive education. Bus 
Ed Forum 15: 15-16 Ja 

A concept of supervision. N Bus Ed Q 29: 
3-7 My 

Distributive education issues. Monograph 102, 
South-Western. 45 p Free | 

Distributive education issues in 1959. Univer- 
sity of Minnesota, Ph.D. thesis 60; J Bus 
Ed 36: 215 F; N Bus Ed Q 30: 60-61 O 

WARREN, Ann K. 

A follow-up of students in Knoxville city 
schools evening post-high school office 
training program. University of Tennessee, 
M.S. thesis *60 

WARREN, William P. 

Business education in a North Carolina 

school. Amer Bus Ed 17: 261-62, 265 My 
WATERS, Robert E. 

A follow-up study of graduates of Armijo 
joint union high school. Sacramento State 
College, M.A. thesis ’60 

WATKINS, Brenda 

Bookkeeping and accounting: a plan for 
teaching depreciation. Bus Ed Forum 16: 
14-15 D 

WATT, James T. 

Factors influencing teachers to enter the busi- 
ness education teaching field in the public 
schools of Ohio in September, 1959. Ohio 
State University, M.A. thesis °60; Ohio 
Bus Tchr 21: 43, 82 Ap 

WEEKS, Bertha M. 

The businessman comments on the new job, 
records coordinator. Amer Bus Ed 18: 120- 
24, 127 D 

WEEKS, Edwin E., Jr. 

A city-wide program of business education. 
Amer Bus Ed 17: 203-209, 231 My 

Foundations for the future. Office Exec 36: 
32-35 O 

WEEKS, Francis W. 

The honors course in business writing. ABWA 
Bul 26: 13-16 O 

On the teaching and the learning of writing 
in the university. ABWA Bul 25: 5 Ap 

WEINDLING, Ralph E. 

Office will run every business activity. Office 

Mgt 22: 12-15 Ja 
WELLS, Fred J. 

Developing a company letter-writing program. 

ABWA Bul 25: 8-11 F 
WERNETTE, J. Philip 

Business executives appraise the usefulness of 

mathematics. Coll N & V 15: 9-12 D 
WEST, Leonard J. 

Occupational use of typing skill among gradu- 
ates of a collegiate school of business. Bal 
Sheet 42: 400-401 My 

A school of business surveys its alumni— 
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WEST, Leonard J. (continued) 
1949-1958. Southern Illinois University, 
60; N Bus Ed Q 30: 61-62 O 
Some relationships between straight-copy typ- 
ing skill and performance on _ job-type 
activities. Southern Illinois University, ’60; 
N Bus Ed Q 30: 770 
See also Stolurow, Lawrence M. 
and Robert J. Ruegg 
Collegiate business education. Amer Bus Ed 
18: 15-17 O 
WEST, Winifred 
Why guess? Typ News 31: 1, 3 
WESTBROOK, William H. 
—s rough drafts to work. Bus Tchr 38: 


WESTHOFF, Beatrice 
A personal-use course in typewriting and 
record keeping. Bal Sheet 42: 215, 240 Ja 
WHALE, Leslie J. 
How Detroit schools handle typewriter re- 
pairs. Bus Ed World 41: 14-15 Mr 
WHITE, Jane F. 
Teaching aids. See issues Bus Ed World 
WHITE, L. T. / 
~~ ™ for the 60’s. Amer Voc J 36: 34- 


WHITE, Raymond R. 

A study of the business education graduates 
of the university of Oklahoma with impli- 
cations for the improvement of the cur- 
riculum in business education and other 
related subjects. University of California 
at Los Angeles, Ed.D. thesis ’60 

WHITSON, W. L. 
— and the space age. Sec 21: 19, 


WIEST, Barbara 
Don’t forget to forward my mail. Today’s Sec 
64: 20-22, 48S 
WILLIAMS, Ferne 
A study of the effectiveness of the office train- 
ing program at Flint community junior 
college as related to the employment needs 
of former students. J Bus Ed 36: 173 Ja 
WILSING, Weston C. 
An appraisal of business education in the 
urban and rural public high schools of 
the state of Washington. J Bus Ed 37: 28 O 
WILSON, Donald C. 
The first few weeks of school for distributive 
1. a students. Bus Ed Forum 15: 25, 





A study of supplementary wage benefits pro- 
vided bank employees in the greater Kansas 
City area. Kansas State College of Pitts- 
burg, M.S. thesis 60; N Bus Ed Q 30: 
63 O 

WILSON, W. Harmon 

See Shilt, Bernard A. 

and Elvin S. Eyster 

Consumer economic problems, 6th ed. South- 
Western. 682 p $4.48 

WINGATE, John W. 
Some new concepts in college guidance. CEA 
Y 23: 166-73 
and others 
Problems in retail merchandising, Sth ed. 
Prentice-Hall. 335 p $4.95 
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To Professional Writing in 1961 


WINGER, Fred E. 
Typewriting 1961. Bus Ed Forum 15: 22 F 
WINTER, Elmer and others 
The opening door—a special report on the 
— worker. Today’s Sec 64: 13-16, 
5 


WITHEROW, Mary 

A time to learn. Bus Ed World 42: 9-10 N 

What determines your view of the class? Bus 
Ed World 41: 29 F 

WIXON, Rufus and Robert G. Cox 
Principles of accounting. Ronald. 800 p $7.50 
WOLZ, Robert J. 

A study of the office occupations in Palos- 
Orland, Illinois, employment area with im- 
plications for the improvement of the high 
school business education program. North- 
ern Illinois University, M.S. thesis ’60 

WOOD, E. Clark 
——e this! Ohio Bus Tchr 21: 52-54, 80 
p 
WOOD, Helen 
Trends in clerical employment. Bus Ed 
World 42: 18-21 N 
WOOD, Marion 
Electric typing. See issues Bus Ed World 
WOOD, Warren W. 

Reproduction methods for small runs. Office 

Exec 36: 30-33 Ap 
WOODRESS, Fred 
Portrait of a college president. Bus Sch Exec 
Digest 2: 11-14 Mr-Ap 
WOODS, Richard S. 
See Nelson, Oscar S. 
WOODWARD, Theodore 

Building a positive program for business 
teacher education on the undergraduate 
level. N Bus Ed Q 30: 83-93 D 

See also Pendery, John A. 

WOOLFORD, Melvin L. 

Job requisites in Delaware, Ohio, with im- 
plications for the business curriculums of 
the high schools in Delaware county. Ohio 
State University, M.A. thesis ’60 

WOOLSCHLAGER, Ruth 

An appraisal of attacks on business education 

since sputnik. N Bus Ed Q 30: 5-21 D 
WORK experience 

Analysis of the work experience education 
program at Shasta college for the years 
1957, 1958, 1959. Evelyn J. Twaddle. Uni- 
versity of Nevada, M.A. thesis ’60 

Business teacher plus work experience. De- 
lores Patton. Bus Ed Newsletter 9: 10-11 
N 


The experience of work—prerequisites to its 
success. Mary Ellen Oliverio. Amer Voc J 
36: 15-16, 24 Ja 

Proposed plan for a work-experience program 
for business education students at Windsor 
high school. Harold J. DePianta. Central 
Connecticut State College, M.S. thesis *60 

A report on the development of a work ex- 
perience program at the East Troy, Wis- 
consin, high school during the school year 
1958-59. Ruth K. Kelling. University of 
Wisconsin, M.S. thesis 60; N Bus Ed Q 
30: 29-30 O 

A survey of the business work experience 
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WORK experience (continued) 
program of the business and technology 
division of Long Beach city college. 
Norman Douglas Johnson. University of 
Southern California, M.S. thesis *60 
Use school offices for preliminary work ex- 
perience. James H. McGoldrick. Bus Ed 
World 42: 24, 32 O 
What a complete work experience program 
involves. Keith Ray. Bus Ed World 42: 
18-22 S 
Work experience—a must for business 
teachers. A. E. Riddle. Bus Ed Forum 15: 
26-27 F 
Work experience and employment placement 
program of John C. Fremont high school. 
Marcus W. Carter. University of Southern 
California, M.S. thesis 60 
Work experience in office occupations. Ruth 
L. Silverberg and others. Amer Bus Ed 
18: 31-38 O 
A work experience program in bookkeeping 
for one hour a day? Gayle A. Stelter. Bus 
Ed World 42: 28 D 
WORKMAN, Dorothy 
Put life into your business education pro- 
gram. Ohio Bus Tchr 21: 38-39 Ap 
WRIGHT, Mary Elizabeth 
See Sferra, Adam 


Y 


YATES, Marie Zweegman 
Secretarial specialization, what are we doing 
about it? Bal Sheet 43: 57-59, 77 O 
YERIAN, Theodore 
See Kahn, Gilbert 
YORMARK, B. A. 

The evolving mid-management program in 
distributive education. Amer Voc J 36: 21- 
22,27 D 

YOUNG, Norris 

A first for Baytown. Amer Voc J 36: 33-34 

A 


p 
YUEN, Jack 
Have you read. See issues CBEA Bul 
Z 
ZACK, E. R. 


Secretarial professionality. Sec 21: 6-7 My 
ZANCANELLA, James 
Adult classes in business education. Bus Ed 
Forum 15: 2 Ja 
ZAUGG, Margaret 
A study to determine the validity of part VI, 
secretarial procedures, of the certified’ pro- 
fessional secretaries examination. Univer- 
sity of Michigan, Ph.D. thesis *60; J Bus 
Ed 36: 305 Ap 
ZEISEL, Phyllis R. 
The executive secretary in business today. Sec 
21: 21-23 Ap 
ZELLIOT, Ernest A. 
See Olson, Milton C. 
ZIMMER, Kenneth 
See Stewart, Marie M. 
ZOERNER, Carl B. 
See Sluder, Lester 
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ZOUBEK, Charles E. 

Ask the experts. See issues Today’s Sec 

Homework queries. Bus Tchr 39: 21 N 

No questions, please! Bus Tchr 39: 25 S-O 

100 or 0! Bus Tchr 38: 21 Ap 

The second semester of shorthand. Bus Tchr 
38: 21 F 

Second semester Q’s and A’s. Bus Tchr 38: 
21 Mr 


Sure-fire devices to kill the enthusiasm of the 
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ZOUBEK, Charles E. (continued) 
most enthusiastic shorthand class. Bus Tchr 
39: 21 D-Ja 
Techniques of test taking. Bus Tchr 38: 21 
My-Je 
See also Leslie, Louis A. 
ZUEHLKE, Donald J. 
The contribution of secondary school voca- 
tional business education to general educa- 
tion. N Bus Ed Q 30: 69-77 D 
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General Periodicals Indexed 


Admin Mgt—Administrative Management. 
Walter A. Kleinschrod, ed. Geyer-McaAllister 
Publications, 212 Fifth Avenue, New York 
10, New York 

Am Sch Bd J—American School Board Journal. 
William C. Bruce, ed. Bruce Publishing Com- 
pany, 400 North Broadway, Milwaukee 1, 
Wisconsin 

Amer Voc J—American Vocational Journal. 
M. D. Mobley, ed. American Vocational As- 
sociation, Inc., 1010 Vermont Avenue, N.W., 
Washington 5, D. C. 

Calif J Sec Ed—California Journal of Second- 
ary Education. Robert N. Bush, ed. California 
Journal of Secondary Education, 1705 
Murchison Drive, Burlingame, California 

Coll of Ed Record—The College of Education 
Record. A. L. Gray, ed. College of Education, 
University of North Dakota, Grand Forks, 
North Dakota 

Ed—Education. Emmett A. Betts, ed. 1720 East 
38th Street, Indianapolis 6, Indiana 

H Points—High Points. Abraham Ponemon, ed. 

Board of Education, 110 Livingston Street, 

Brooklyn 2, New York 

Accy—Journal of Accountancy. Charles E. 

Noyes, ed. American Institute of Accountants, 

270 Madison Avenue, New York 16, New 

York 

Ap Psychol—Journal of Applied Psychology. 

American Psychological Association, 1333 

Sixteenth Street, N.W., Washington 6, D. C. 

Ed Soc—The Journal of Educational Sociol- 

ogy. Dan W. Dodson, ed. Payne Educational 

Sociology Foundation, Inc., New York Uni- 

versity, Washington Square, New York 3, 

New York 
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Business Education 


Amer Bus Ed—American Business Education. 
Dean R. Malsbary, ed. Joint Publication 
Commission of the Eastern Business Teachers 
Association and the National Business 
Teachers Association. University of Connecti- 
cut, Storrs, Connecticut 

Amer Bus Ed Y—American Business Education 
Yearbook, Vol. XVIII, 1961. Informal Re- 
search by the Classroom Teacher. Earl A. 
Dvorak, ed. Joint Publication Commission 
of the Eastern Business Teachers Association 
and the National Business Teachers Associa- 
tion, New York University Bookstore, 18 
a Place, New York 3, New York. 


ABWA Bul—ABWA Bulletin. Francis W. 
Weeks, ed. The American Business Writing 
Association, 1007 West Nevada Street, Uni- 
versity of Illinois, Urbana, Illinois 

Bal Sheet—The Balance Sheet. C. F. Temple- 
man, ed. South-Western Publishing Com- 
pany, S10i Madison Road, Cincinnati, 
Ohio 

Ball State C J—The Ball State Commerce Jour- 
nal. Robert P. Bell, ed. Department of 
Business Education, Ball State Teachers Col- 
lege, Muncie, Indiana 


Jun Col J—Junior College Journal. James W. 
Reynolds, ed. American Association of Junior 
Colleges, 1785 Massachusetts Avenue, N.W., 
Washington 6, D. C. 

Nat Assn Sec Sch Prin Bul—Bulletin of the 
National Association of Secondary-School 
Principals. Walter E. Hess, ed. National Asso- 
ciation of Secondary-School Principals, 1201 
Sixteenth Street, N.W., Washington 6, D. C. 

Nat Ed Assn J—Journal of the National Edu- 
cation Association. Mildred S. Fenner, ed. 
National Education Association, 1201 Six- 
teenth Street, N.W., Washington 6, D. C. 

Nations Sch—Nation’s Schools. Arthur H. Rice, 
ed. Modern Hospital Publishing Company, 
Nation’s Schools Division, 919 North Michi- 
gan Avenue, Chicago 11, Illinois 

Office Exec—Office Executive. Dickson Ash, ed. 
National Office Management Association, 
1927 Old York Road, Willow Grove, Penn- 
sylvania 

Office Mgt—Office Management and American 
Business. Robert M. Smith, ed. Geyer-McAl- 
lister Publications, 212 Fifth Avenue, New 
York 10, New York 

Ohio Sch—Ohio Schools. Hobart H. Bell, ed. 
Dhi Education Association, 213 East Broad 

treet, Columbus 15, Ohio 

Overview—Overview. Archibald B. Shaw, ed. 
470 Park Avenue, New York 16, New York 

Sch & Soc—School and Society. William W. 
Brickman, ed. Society for the Advancement 
of Education, Inc., 1834 Broadway, New 
York 23, New York 

Sec—The Secretary. Shirley Englund, ed. Na- 
tional Secretaries Association, 10214 Crane 
Road, Kansas City 34, Missouri 


Periodicals Indexed 


Bus Ed Forum—Business Education Forum. 
Hollis P. Guy, exec. ed. United Business Edu- 
cation Association, 1201 Sixteenth Street, 
N.W., Washington 6, D. C. 

Bus Ed Newsletter—Business Education News- 
letter. Richard F. Reicherter, ed. Department 
of Business and Business Education, Kansas 
State Teachers College, Emporia, Kansas 

Bus Ed Newsletter (P-H)—Business Educa- 
tion Newsletter (Prentice-Hall), Leonard J. 
Porter, ed. Educational Book Division, 
Prentice-Hall, Inc., Englewood Cliffs, New 
Jersey 

Bus Ed Observer—Business Education Observer. 
Ellis R. Thomas, ed. New Jersey Business 
Education Association, Rancocas Valley 
Regional High School, Mount Holly, New 
Jersey 

Bus Ed World—Business Education World. 
James Bolger, ed. Gregg Publishing Division, 
McGraw-Hill Book Company, Inc., 330 West 
42 Street, New York 36, New York 

Bus Sch Exec Digest—The Business School 
Executive Digest. Jack H. Jones, ed. National 
Association and Council of Business Schools, 
2400 Sixteenth Street, N.W., Washington 9, 
<< 
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Bus Tchr—Business Teacher. Henry J. Boer, ed. 
Gregg Publishing Division, McGraw-Hill 
Book Company, Inc., 330 West 42 Street, 
New York 36, New York 

CBEA Bul—California Business Education As- 
sociation Bulletin. Robert E. Hampton, ed. 
California Business Education Association, 
Fresno State College, Fresno, California 

Cath Bus Ed R—Catholic Business Education 
Review. Mary C. O’Toole, ed. Catholic Busi- 
ness Education Association, Boston College, 
Chestnut Hill, Mass. 

Coll N & V—Collegiate News and Views. 
Charles D. Sisley, ed. South-Western Publish- 
ing Company, 5101 Madison Road, Cincin- 
nati 27, Ohio 

CEA Y—Commercial Education Association of 
New York City and Vicinity 23rd Yearbook, 
1959-1960. Business-Education—Their Joint 
Responsibility. Simon A. Duchan, ed. New 
York University Bookstore, Washington 
ey East, New York 3, New York. 198 p 

2.50. 

Delta Pi Epsilon J—The Delta Pi Epsilon Jour- 
nal. Peter G. Haines, ed. Delta Pi Epsilon 
Fraternity, University of Denver, Denver 2, 
Colorado 

Future Bus Leader—Future Business Leader. 
DeWayne Cuthbertson, ed. Future Business 
Leaders of America, 1201 Sixteenth Street, 
N.W., Washington 6, D. C. 

Inter Rev for Bus Ed—TInternational Review 
for Business Education. International Society 
for Business Education. Felix Schmid, ed. 
Klosterweidli 17, St. Gall, Switzerland 

J Bus Ed—Journal of Business Education. Eliza- 
beth T. Van Derveer, ed. Trethaway Publish- 
ing Company, Inc., 512 Brooks Building, 
Wilkes-Barre, Pennsylvania 

Kansas Bus Tchr—The Kansas_ Business 
Teacher. Fred S. Jarvis, ed. Kansas Business 
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Teachers Association, Abilene High School, 
Abilene, Kansas 

MBEA News Bul—Michigan Business Educa- 
tion Association News Bulletin. Raymond A. 
Dannenberg, ed. Michigan Business Educa- 
tion Association, Western Michigan Univer- 
sity, Kalamazoo, Michigan 

NABTE Bul—National Association for Business 
Teacher Education Bulletin. John L. Rowe, 
ed. United Business Education Association, 
1201 Sixteenth Street, N.W., Washington 6, 
D. C. 

N Bus Ed Q—National Business Education 
Quarterly. Hollis P. Guy, exec. ed. United 
Business Education Association, 1201 Six- 
teenth Street, N.W., Washington 6, D. C. 

Ohio Bus Tchr—The Ohio Business Teacher. 
Charles E. Reigel, ed. Ohio Business Teachers 
Association, University of Cincinnati, Cin- 
cinnati, Ohio 

Pitmanite—The Pitmanite. Thomas B. Maier, 
ed. Pitman Publishing Corporation, 2 West 
45 Street. New York 36, New York 

Southern Ill Bus Bul—Southern Illinois Busi- 
ness Bulletin. Richard J. Dandeneau, ed. 
School of Business, Southern Illinois Uni- 
versity, Carbondale, Illinois 

Systems for Ed—Systems for Educators. R. G. 
Hammel, ed. School Department of Reming- 
ton Rand Systems, 122 East 42 Street, New 
York 17, New York 

Today’s Sec—Today’s Secretary. Mary Jollon, 
ed. Gregg Publishing Division, McGraw-Hill 
Book Company, Inc., 330 West 42 Street, 
New York 36, New York 

Typ News—Typewriting News. R. L. Rahbar, 
ed. South-Western Publishing Company, 5101 
Madison Road, Cincinnati 27, Ohio 

VBE Bul—Virginia Business Education Bulletin. 
Business Education Service, State Department 
of Education, Richmond 16, Virginia 


Directory of Publishers 


Allied. Allied Publishers Incorporated, 659 
Morgan Building, Portland 5, Oregon 

Allyn & Bacon. Allyn and Bacon, Inc., 150 Tre- 
mont Street, Boston 11, Massachusetts 

American. American Book Company, 55 Fifth 
Avenue, New York 3, New York 

Brown. Wm. C. Brown Company Publishers, 
135 South Locust Street, Dubuque, Iowa 

Bus Ed Publishers. Business Education Pub- 
lishers, Inc., Box 72, Foothill Station, Salt 
Lake City 8, Utah 

Ginn. Ginn and Company, 72 Fifth Avenue, 
New York 11, New York 

Gregg. Gregg Publishing Division, McGraw- 
Hill Book Company, Inc., 330 West 42 Street, 
New York 36, New York 

Harper. Harper & Brothers, 49 East 33 Street, 
New York 16, New York 

Heath. D. C. Heath and Company, 285 Co- 
lumbus Avenue, Boston 16, Massachusetts 

Holt. Holt, Rinehart & Winston, Inc., 383 Madi- 
son Avenue, New York 17, New York 

Irwin. Richard D. Irwin, Inc., 1818 Ridge Road, 
Homewood, Illinois 


Littlefield. Littlefield, Adams & Company, 128 
Oliver Street, Paterson 1, New Jersey 

McGraw-Hill. McGraw-Hill Book Company, 
Inc., 330 West 42 Street, New York 36, New 
York 

Macmillan. The Macmillan Company, 60 Fifth 
Avenue, New York 11, New York 

Pitman. Pitman Publishing Corporation, 2 West 
45 Street, New York 36, New York 

Prentice-Hall. Prentice-Hall, Inc., Englewood 
Cliffs, New Jersey 

Ronald. The Ronald Press Company, 15 East 
26 Street, New York 10, New York 

Rowe. The H. M. Rowe Company, 624 North 
Gilmor Street, Baltimore 17, Maryland 

South-Western. South-Western Publishing Com- 
pany, 5101 Madison Road, Cincinnati 27, 
Ohio 

Wadsworth. Wadsworth Publishing Company, 
Inc., Belmont, California 

Walch. J. Weston Walch, Publisher, 1145 Con- 
gress Street, Portland, Maine 

Wiley. John Wiley & Sons, Inc., 440 Park 
Avenue South, New York 16, New York 
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